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ADMIBISTRATIVE INSTRUCTION 


Grievances and Complaints Procedure | ae hk io le “ff ay, 
| EFFECTIVE UNTIL 1 JUNE 19.7 UNLESS SOONER RESCINDED mo ye}. 
A NT TE LS SD Se ETS Sc a A aaa a a al ] = . 


SUBJECT: 


(735) 


These instructions set forth the pon cnaee and pro- 
cedures to be applied in the fair and equal handling of employee | 
complaints and j.rievances in the Central Intelligence Group. | 


l. 


SCOPE 
The provisions of this procedure apply to cIG 
personnel in Washinyston and in the field. 
“LEGAL AUTHORITY 

Executive Order No. 7916, dated al « June 1938, provides. 
that the Personnel Director shall establish a Grievance 
Procedure, subject to the approval of the head of. the 
agency and the U. S. Civil Service Commission. The 
Director, CIG, and the Civil Service Commission have 
approved the procedure outlined herein. 


’ INTORUATION .TO PERSONNEL : 
It is the responsibility of Administrative officials to 


thoroughly advise supervisory personnel of all provisions 
of this procedure, and to insure that all personnel are 
fully informed of their rights ang | peeve Tees under these 
provisions. 


DEFINITIONS 

4A complaint or grievance is usually an employee's 
expressed feeling of dissatisfaction with respect to his 
day-to-day work rolationshins, vorking conditions, or. 
status of employment... It may be introduced orally or in 
writing. Such problems or misunderstandings arc personal 


to an individual employee, and their solution usually 


affects only the particular employee involved. 


- Problems affecting general working conditions or matters 


which have broad application, involving general policy or. 


administrative practices, are not appropriate for considera- 


tion under this procedure, Requests and inquiries which do 


not fall in the category of grievances, should be referred 
to the employee's immediate supervisor. In all cases, 


decisions and reasons for action taken should be given the. : 
~ employce promptly and in sufficient eoval ts: 
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a) It is recorcnized that dissatisfaction on the part of 


employees nay arise. This procedure is intended to provide 
and outline.a standard outlet for such.problems, and to give 


employees an opportunity to seek adjustment of any complaint 
or grievance without vestraint, interfcrence, coercion or 
reprisal. 

b) Separate procedures are provided in.CSC Rules and Regula- 
tions for. appeals of efficiency ratings, decisions on the 
classification of positions, involuntary eevee during 
probationary or. trial periods based on inability to porforn 
the required duties, and decisions on administrative actions 


involving suspensions, Sho ante separations and penoyeres 


APPLICATIONS OF PROCEDURE Sy 
a) this procedure applies to complaints and grievances’ 


“which are personal to an emplozee. 


b) An employce who has completed his trial or probationary 
period and is being separated for inefficiency, will hav 
the right to appeal under the J Appeal Board Grievance 


- Procedure. . . 


c) Employees who are terminated for cause, such as 
delinquency or misconduct, may exercise their right to 
appeal such removal under the Appeal Board ae east a 


. this Procedure. 


d) fn employee may not use the Grievance cr Appeal 
Procedure as a delay in the application of administrative 
action or decisions. This docs not preclude hearings 


which will be afforded an-cmployee prior to disciplinary 


action or administrative decision. Such hearings are 
separate and apart from the appeal rights of the Grievance 
Procodure. 

e) Employees against whom complaints or rriovances are 


brought shall be given the same rirhts under this Procedure 


as those accorded the employee originating the. complaint or 


prievance. 


STEPS AND CHANNELS 


a) in order that prompt solutions. of complaints: and 
grievances may be given, the following table and steps in 
the Procedure are established for channeling gricvance 
matters. It is assumed that intermediate supervisors 
will be-consuited and informed relative to action on cases 
involving.employees under their general jurisdiction. 
b) First Stage - Immediate Supervisor; 
Second Stage - Branch. Chief; 
Third Stage - Assistant Director of Office; Bea 
Fourth Stage - Director, CIG- 
c) First Stage - Inmediate Supervisor 
_ he employee should first and alia = take up with his 
immediate supervisor, orally or in writing, any 
question, grievance, complaint, misunderstanding, or. 
Similar difficulty. He may be accompanied by-an 
enmlovee from his own, office who may serve as witness, 
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Ther. nervisor will allow the employ eT to state his case 
fully and will promptly and objectively investizate the TG 
‘situation... bricf record of the case will beekopt by the © i 
immediate supervisor for his own information and for . at 
possible refercnce should the mattor be veforred to. higher — 
authority. | 

‘d) Second Sta;e - Branch Chick , 

If the nattcr is not adjusted to the cmployse's satisfac- 
tion at the first stage and the cnployce. desires to aypeal, 
he shall submit his case in writing through his immediate 
supervisor, who vill forward the original to the Branch 
Chief, and a copy of the appeal to the Chief, Pe orsomnel 
Division, CIG. The Branch Chief will give the employee full. . 

oppor bund ty to explain his problem personally. The employee ot 

jay be accompanicd by net more than two CIG emnloyces of his 

own choice who may be heard as witnesses. The Branch Chicf a 

Will obtain all pertinent facts in the case by consulting oo 
with other persons concernsd or havin: lnovwledge of tne - | 
circwistancese <A written record will be maintained by. the . 
Branch Uhic®, including, a statenont of the ericvance, the 
names of persons concerned, the nanes of those with whom the 
matter has been discussed, a surmary of findings, and a 

statement of action taken. The cmnlovrae will be informed 

in wri ting of action taken at this level after full con- 

sideration has been given the case. .: complete case record . 
will be forwarded to the Chicf, Personnel Division and . 

to the Persomel Relations Section, Fersonnel Division. 

e) Third Stage - Assistant Director. 

If the matter has not been settlod to the satisfaction of 

the employce at the second stage, he may address an appeal 

to the assistant Director, CIG, in the Office cencerned. 

The request trill be forwarded by hand throurh the Branch 

Chief to the Chicf, Pursonnel Division. The Chicf, 

FersomeL Division, will forward the apneal and case 

reeords to the Assistant Dircetor of the Office. The 
employee's apnval will request that an impartial Advisory 
Apoeal Hoard bc established to hear’ the case, and wll 

state the name. of the person he sclects for Board icmber. 

Upon receipt of the request, the Assistant Director of : 
the Office will name a Lenber to the Advisory Appeal _ aod 
Board and will immediately notify the Chief, Personnel 

Division, of his selection. tho. two liempers named will a 
agree on, and appoint, a third ember, notifying the Chicf, » - 4 
Fersonnel Division of such selection. If an agreencnt a : 
cannot be reached as to the selection of the Third Lomber, Fd 
fhe Chief, Personnel Division, who automatically serves as od 
Chairman of the Advisory Avpeal Board, but in a non-voting oe E 
capacity, will select. the third Member to the Board. The 4 
Board, therefore, will consist of four Members, three of 
which will have voting status. itembership will be restricted 
to employces of CIG. The Chicf, Fersonnel Division, will 
Maintain absolute impartiality in his service on the Board. 
His responsibilitics are to advise thc Board as to proper a: 
procedure and regulations to se: that proper records are a 
“maintained, and to insure expeditous handling of the matter, 
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The*vhairman, will convene the Board, which will investigate - 
the case promptly, review all pertinent papers and hear all 
persons, or receive such evidence as the Board, by majority 
ee vote, determines necessary. All Uerbers and the employee will 
ce _ be present when a hearing is held, and the enployee will be 
— Sliven ample opportunity to present his case. He may be . 
engi _s H accompanied or represented by not more than two employees of 
his own choice from CIG. . Thu employee will notify the Chairman 
of the Board in writing of the names of such representatives 
prior to the tine of the hearing. The Chairnan of the Board 
WLLl inake veessary arrangoments for the complete. recording 
of all proceedings for administrative use. Upon request, 
this report will be nade available to the employee. 4 
written report, signed by the three Nombers and certified by 
the Chairnan, including a statenunt of findings and 
recommendations, Will be submitted te the £ssistant Director 
of the Office, but will give no indication: of individual . 
Opinions or recommendations. Ifa complete arreementccannot 
be reached, a majority decision willbe binding. The 
Assistant Director of the Office will render a prompt decision 
. and will inform the employee of such decision in writing. If 
the omployee is dissatisfied with this decision, he may appeal 
to the. Director, OIG. 
f) Fourth Stage - Director, CIG 
The employee will forward-his written appcal to the Director, 
(CIG, following the same procedure as outlined in the third 
i: - stage. The Chief, Personnel Division, will act in the sane 
a capacity as outlined in: the third stage. The Director will 
“6 . make a careful -and impartial reviow of the records. If 
. hvarings are deemed necessary the employee will be heard 
and may have ropresentation, The written decision of the 
Director will be final and the case will be considered 
Closed. Complete records of the case in all stages will 
be maintained in the Personnel Relations Section, Personnel 
Division,» 


ae ios at 


. . ) Conduct of Appeal Boards ed | SE os 
Iss, = appeal Boards will conduct meetings in an orderly and 
| ne RS informal manner. They will not function as a judicial or 
trial body. Appeal Boards will be established for the Pips 
purpose of advising and assisting the appropriate authority — 
in rendering a fair and unbiased decision based upon - pe aie 
information and facts, and to advise the proper authority of 
| - : findings and rucommendations. The: cmpleyces and witnesses _ 
gee He ce lmgy be subject to questioning. However, "cross-examinationst! 
| ae ‘md technical "objection" to tustinony by Board embers will 
| mot. de tolerated. All procecdins relative to the Grievance o3 
“Procedure will be carried out on official Government time and a 
Pa . @aring the normal work day. Schoculed time off will not . 
of _ be granted the employee or his -fellow-workcrs to prepara his 
COSCe. . . a 
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h) tivhe Limitations - 
Decisions at the first sta 
working days; 
working days; 
than ten days 


the. employe 
for the del 


allowed ten working d 
sccond and third stages. 


the first, 


or removal will be ma 


time of the 
action. 


baad? Sonal 


J 


sos 


e will be notified in writing of the delay, 


ay, and the decision date.. 


employce 


ge Will be rcached within threc 

at the second stage in not more than six 

at the third and fourth stages in not more 

cach. If for any reason the. decision is delayed, . 


reasons 


An employee will be 
ays to appeal the decision rendered at 
an appeal of separation 
de within five working days from the 


's receipt of the official notice of the 


i) Expense and Travel , = 
travel or any other expenses which the employce, his repre- 
sentative or witnesses, night incur inc 
attendance at hcarings granted at the on 
not be borne by CEG. Annual leave, leave 


combination of both will be 


by any CIG employce involved in the case 


8. GENER..L 


onnection with 
nloyce's reque 
without pay, 


If gricvances or complaints are submitted which are no 


accordance with this procedure, 


advise the employee 


provisions, and inform hin 
of the Frocedure i 


as to the proper pro 


cedure and app 


n the interest of efficient, prompt 


systematic handling of enployee probloms. 


FOR THE DIRECTOR oF CENTRAL I! TELLIGENCE: 
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ee a. - GENTRAL INTELLICENCE AGENCY 
| \! 
| 27 October 1948 
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~ STATINTL 


Po! - ADMINTSTRATIVE IKSTR | | sien Bs a | 
ee NUMBER. . ow, ; “aba STATINTL ae 


| SUBJECT: GRIEVANCES IND COMPLAINTS = “ 
*S | (This rescinds Administrative Instruction no.[_|aated 
. 23 April 1947) 
REFERENCES: Executive Order No. 9830, deted 24 February Seis ee ces i 
Executive Order No. $980, dated 26 July 1948 (Fair Employment =~ 
Eos _ ha Practices) 


ar oe 1. POLICY 


; a. Assistant Directors, Steff Chiefs and other employees in super- > 
eg visory capacities will, in the administration of their offices, insure 
optimum working sondaetone and relationshi ps for personnel under their — 
; & _ supervision, . 


b. “All ve sonmetdats ors for Serdonte | actions will be based solely 
on. merit and fitness of an-erployee and in meking such recormendations 
there will be no discrimination ReCeuse of race,. color, religion, or 

. national origin. 


‘e. It is waneptioen that. dissatisfaction: on the part of employees 
may arise in- connection. with working. conditions and relationships, or. 
status. of- ‘employment. It. is: recognized further that applicants for 
positions in CIA may feel that their failure tobe appointed in the 
Agency is based on discrimination. This instruction provides a standard 
procedure for seeking adjustment of personal ‘complaints and grievances . 
without restraint, ete coereion. or eprseels 


2. APPLICATION OF OF GRU vas 1 OnE ‘PROCEDURE oe 
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tBe An. enpleyee may apreal under this procedure whens, 


ay He is dissatisfied with aspects of his working conditions 
and relationships. which are CULE Lae nie: control, — wes oO 


(2) He has completed his’ trial. or probationary period and ae od 
is. 3. being Separated: for unsatisfactory service. / + (4 


: : (3). he is “terminated. for cause, such. as. ‘delinquency or mis- 
| ss conduct. eS wae ae 


(a) He claims ne: was; discrimineted against in a personnel . 
action because of Petey S0L0r religion or " national origin. (Executive a3 
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Order No. 2980, dated 26 duly 1948) 


"Ss An applicant for a eee in CLA. may appeal under this: 
procedure when he alleges that his failure to be eppcatee in the Agency 
is based solely on discrimination. 


c. An-emoloyee may not use this procedure: 


(1) To delay the anplication of adverse decisions in cases =. j 
involving efficiency ratings, veterens' preference, reduction in ~ 
force appeals, and decisions on the classification of positions. 
Separate appeal: procedures are provided in the C. S. G. Rules and 
Regulations on such matters. 
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(2) . In connection with separations made by the Director anaes 


authority of Pection 102 al Security Act of 1947. (See A 
Administrative. Traction | | pe 


- (3) In connection with the adjudication of loyalty cases. - " STATINTL. | 
(See Administretive Instruction sists a 


3. GRIB EVENCE_ PROCEDURE 


a. fn snderes should first peseeut to his immediate supervisor, 
orally or in writing, eny sea grievance, complaint,  misunder- 
standing or similar difficulty The supervisor will allow the employee 
to state his case fully and aE necessary to present witnesses. ‘The 
‘supervisor will promptiv investigate the situation and within five work- 
ing days notify the employee of his decision or action. 


‘b. If the employee 4s not satisfied: with the decision or action .of 
the supervisor he may appeal in writing to the Branch Chief. A copy of 
the written eppeal will be ferwarded by the Branch Chief to the Chief, 
Personnel Branch, 2& (Personnel Officer after 30 November 1948). The 
Branch Chief will give the employee full opportunity to explain his: 

problem personally, notify ‘the emplovee in writing within five working: 

days of his decision or action taken, and furnish a copy with’ a complete 
written case pocorn to the watery. Personnel Branch. 


e. (1) If the case is still not settled to the geulatactian of the 
employee he may request a hearing before an impartial Advisory Appeal . 
Board to be geneg hued from among: CIA employees as indicated below: 


(a) ‘One member panied by. the “employse’ eee the soueel, 
(b) One member pened by the. Assistant Director or Steff Chief 
- concerned. 
(c).- One member Sesected we tee two nienbers: named above... 
(da) The Chief, Personnel. Branch will be’ non-voting - Chairman 
and advisor. In case the first two members named cannot agree a 
within three working days on the third member, the Chairman A 
will select such member from any. office other than that to which m 
. the employee who submitted the: appeey is specter 


2 
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com the eee for hearing wit Hine ae une: neme of ‘the. 

“i board member desired by the employee and be forwarded to the 

(oe eae Assistant Director or Staff Chicf concerned through .the Branch 

i - Ghisf and the, Chief, . Personnel Branch ,who will attecn the, case . 
records. ae 


(3) Within two working days after receipt of case records | eee 
the Assistant Director.cr Staff Chief will forward the cass, with . a 
his recommendation for a board. member, Be the Chairman of .the Board. 


eee ~ 7 i Sees The. an airmen will convene the boerd and ‘begin the hé éarings 
| eo ee within 10 working days after recéipt of the case from the Assistant 
coe ; ~ ° Director or Staff Chief. .The employee making the .appesl may be 
a ie, accompanicd to hearings by not more than two reprzsentatives of his, 
. own choice. He will inform the chairman of the names of such Tepnee : 
sentatives prior tc the time of the hee arings. | 


. (5) Upon completion of the BE arings a'written repert and the 

ms cit oe recommendations of the majority of the:members of the board certified 
"oe by the Chairman will be forwarded to the Assistent Director or Staff 
7 Chief concerned. The Assistant Director or Staff Chief will then, 
within five working days, mske his decision, inform the employee in 

: writing,and return all case records with & copy of his decision to . 
the Chief, Personnel Branch. 


ve 
| 7 gh why _ (6) ieee tin cases ere alleged discrimination due to 
"3 - «+ paee, color, religion or national origin, the employee, if he is 
| _ Still’ dissatisfied, may. submit a written appeal to the Director, 
| - through the Chief, Personnel Branch, who will. attach all case records, 
The Director will meke his decision either based on a review of the 
case records or by hearing the employee in person: if, decmed necessary. 
If a heariug is held the emplovee may have representation if he so 
‘desires, The Director will inform the employee in writing of his 
decision, which will be final.. All case records Will be returned. to 
_ the Personne] Branch for file. ; 


Pid . CL) The Pepeutive for A&M (este Rxecutive. for Administration. . 
after 30 November 1948) is designated ag CrA Fair Emp loyment:; Officer 
under the previsior of Executive Order No. 9980. 


(2)-- Appeals of decisions. of Assistant Directors and Staff Chiefs, 

in cases involving alleged discrimination due to race, color, religion 

“ar national. origin will be made to the Fair enpdoumens, Officer instead 
_ of. the: Director. re 


(2): donoiainte involving dis cet in connection. with person- 
nel actions must be submitted nnt later than 30 calender deys after the 
complainant learns of the alleged discrimination, 


*: oa (2) ‘The Pair. Employment Officer will, within 10 woveite ‘days, 

eae , fee either take p:rsonally, or recommend to the Director, any corrective or 
, ar a disciplinary action considered necessary in Cases “involving actual - 

. discrimination through either action: or failure to act. 
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i ei : 
a (5) The findings or actions of the Fair Employment Officer . s 
i _ may be appealed to the Director. . 7 ae 4 
soe : (6) Decisions of the Director in cascs involving alleged 
“ae discrimination due to race, color, religion or national origin which : 
a ; do not satisfy the employee making the appeal may be appealed to the : 
ee - Fair Employment Board in the Civil Service Commission. . 
| Fe. toate WA sg is 
(7) The provisions of this sub-paragreph "d" provide en interim 
| i means for ‘implementing Executive Order No. 9980 and are subject to 
change to bring them into accord with any regulations in conflict .° : 
be or elaboration which may later be issued by the Civil Service Commission. . 
; s 7 er ae tae . 2 
| e, All required action in connection with alleged grievances will be 
| carried out during normal working hours and regular working days. 
f,. The Personnel Relations Division, Perscnnel Branch, may be consulted 
; at any time relative to any grievance or complaint. - : ; 
q t S $ : . 
; y 4. @ Employees making appeals will be notified in writing of any delays 
L | in rendering decisions. . a 
| a a ; 
; | b. Employees will be allowed 10 working devs to make appeals from 
ae decisions at each level. . . 
| = | | 
ce. Where an appeal is made to the Director, the compiainent end other 
| a officers or employees involved in the complaint will be afforded an opportuni- Q 
| pfs” ty to appear personally before the Director or 4 person designated by him. 
The complainant, if he so desires, may hove a representative of his own — . 
- choosing. : : a 
= 5, EXPENSE AND TRAVEL — 
fe Travel or any other expenses which the employee, his representative or 
i witnesses might incur in connection with attendance at hearings granted at 
: bo the employee's request, will not he borne by CIA. Annual leave, leeve with- 
a out pay, or a combination of both will be granted for actual travel time by | 2 
| any CIA employee involved. . : ; 2 
2 6, EMPLOYEE UNIONS , 
. CIA employees have the right to join or to refrain from joining eny : 
organizations or associations of employees, the policies of whith are not in . 
-gonflict with their oath. of office or appointment affidavits. In exercising u 
this right they will be free from any and nll restraint, interference. and . 
i - goercion on the part of administrative and supervisory personnel, # 
i “ 
Zz 2 
E i: 
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Te NATIONAL seouRTTy COUNCLL 


With. the concurrence. of the Mec Secretary of the National - 
Security. Council, the CIA Fair Employment Officer will also act upon 
any grievances which may arise among. personnel of his office... In such 


gases, the Executive Secretary of the National Sécurity Council will 


take the action prescribed herein for the Director of Central Intelli- 
pence’ e 


FOR THE DIRECTOR. OF “CENTRAL gel: . 


Wxecutive for 
Administration and Hana gement 


DISTRIBUTION: ALL CIA EMPLOYERS fi a STATIRATL 
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| CENTRAL INTELLIGENCE AGENCY | te : 
ea a 7 |: Nashingtons De Oe . . a OE 
apuritsmaatys TishRUONTON, Be a ne oe 27 December 1949 _ 


SUBJECT's Grievances and Coipleints 


. RESOTSSTONS + Administrative Instruction tol tod 27 October “Loss 
- ot Adninistrative Tnstruotion No dated 16 November 1948 


a 


ay 


This Instruction provides “tho policies and procedures for employees 


seeking adjustment of personal complaints or grievances. 


eo Application of Grievance Provedure 


ae An employes: may appeal under this procedure when 


~ (1) He is dissatisfied with aspects of his ‘working conditions — 
and ‘nolationships which are guts ide his sonbrok., 


(2) He has completed hig trial or probationary period and is 
being separated for’ unsatisfactory SeYVi Ce 


(3) He is terminated for cause, such as delinquency or mise 
conduct. ; 


(4) He claims he was discriminated against in a personnel 
action because of TAO8 y color, religion or national origins 


“be ‘can applicant for a position in CIA’ may appeal under this proce- 
' dure when he alleges that his’ failure to be: ‘appointed in the Aroncy . 
is based solely on discriminations. 


An employee may not use this: prooodirs: 


Q) To delay the application of adverse decisions in eases 
“involving efficiency. rutings, veterans!. preference, reduction in 
force appeals, and décisions on the classification Of positions — 
Separate appeal procedures are provided in Civil Sorvi oe Commis= 
“Bon Rules and: Regulations on such matters’ va 


7 (2). tn ‘conneotién with separations ‘hada by the: Director under 
authority of Section 102 of the Security Act of 1947. 
(tdmind strative Instruction] — ; 


pony 


. (3): In ‘connection with. ‘the “edjudioation of doyalty casos. 
(idnintebrative Instruction. 


le 


ole: : ; 
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Be Grievanos Procedure : 
Qe An employee ‘first: ibid Soa hs his immediate supervisor 
orally or in writing, any" question, grievance, complaint, misunder= 
standing or similar difficultye The supervisor will allow the em- 

ployoo to state bis case fully and if necessary to. present witnossoge 


| 


be ee 


‘The supervisor will promptly investigate the'situation and within five 


working days notify tho employee of Hee decision or BouSoue 


be If the omployee is not satiefiod with “ther aeohatan: or action 
of the supervisor, he may appeal in writing to his Division. Chiefs — 


uk copy of the appeal: will be forwarded by the Division Chief to the — 


‘Chief, Personnel Division. “Tho Division Chief will give the omploye 
full opportunity to explain his problem personally, notify the ome 
ployoo in writing within five working days of his decision. or action 
_ taken, and furnish a copy with a complete written. case reoord to the 
ee Pors onne] ean one , 


8 


Be If the case a's still not settled to tho SRR PCeiGe of the . 


employee, he may roquost a DEBT AIE befors- an impartial Advisory Ap-= 
peal Boards 


(1) Tho Board will be constituted from among OIA onpleyoos 
4s eotees . 


(a): Ono monber named by the employee malting the appeal 


“(b) One. momber named by. ‘the Assistent Director or start 


Chief concornede 


(9) Chetienber asleotaa by the two dienes “Hamee above 


(a)° The Chief, Porsonnel Division or the Chief, Employees 


Division, will bo-nonevoting chairman and advisore In case 
_ tho first two members naméd camot agree on the third member 
_ within three working. days, tho chairman will sclect a member 
from any office other than that to which the employee who 
submitted the appeal is ‘assigned. . 


(2) -The request for hearing will “include the name of the 
board member dosired by the employee and be forwarded to the 
Assistant Diroctor or Staff Chief. concerned through the Division 


7 Chiof and the Sees Personnel Division, 1 who mete attach the case 


» records. 


(3): Within ‘two working days after recoipt of cxse peoueas: 
the Assistant Director or Staff Chief will forward the records 
. and his recommendation for a board’ menor He we chairmen of. 
the boarde — i ERs 
. (a) The venetian wild ‘convene ‘the ‘poard and bogin. the heare 
ings within 10 working days, after :receipt of the-case from the 


Assistant Director or ‘Staff: Chiefs: “The « employee: making the appeal 


may be accomponicd to hearings by not more than two representa~ 
tives of his choilcee He will inform the chairman of the names 
of. such representatives prior to the time of the hearings. 


i are 


-cneament meet natnavessmann mics sinubennas meeraten neem AEM aE OEE ARIF Dhyne tenet 


po etetay een tt natn aban te 


‘ : an slorensenn te misnmrnsee mans 
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(5) Upon completion of the hearings, a written report and 
the recommendations of the majority of the members of the board 

_,. certified by the chairman. will be forwarded to the Assistant _ 

Director or Staff Chief concerned. The Assistant Director or 
Staff Chief will then, within five’ working days, make his deci- 

, sion, inforn the employee in writing, and return all tase records 

_.with a copy of his decision.'to the Chief, Personnel Division. 


(6). Except ‘in cases involving alleged discrimination due to 
race, color, religion or national origin, the employee, if he is’ 
still dissatisfied, may submit a written appeal to the Director, 
throuzh the Chief, Personnel Division, who will attach all case 
records, The Director will. make his decision either based on a 

_ Yeview of the case records.or by hearing the employee in person 

-If deemed necessary. If. a hearing is held, the employee may have 

_ representation if he. so desires. The Director will inform the _ 
employee in writing of his decision which will be final. ALI case 
records will be returned to the Persénnel Division for file. 


d. All required action in connection with alleged grievances will 
be carried out during normal working hours and rerular workinz days. 


@. The Personnel Relations Branch, Fersonnel Division, may be. | 


consulted at any time relative to any grievance or complaint. 


re Employees making appeals will be notified in writing of any 


delays in rendering decisions. 


&+ Employees will be allowed 10 working days to make appeals 
from decisions at each level. eM Sf 


_» he... Where an. appeal is made to the Director, the complainant and 
other officers: or employees. involved: in the complaint will be afforded 
an Opportunity to appear personally. before the Director or a person °- 
designated by him, ‘The complainant, if he so desires, may have a 


‘representative of his own choosing, within security limitations, 


he Fair Employment Frocedure 


ao lire E.R. Saunders, Budget, Officer, is designated as CIA 
Fair Employment Officer. under the provisions of Executive Order 
No. 9980, “ Spo 5° ae tah a . 


be Appeals of decisions of Assistant Directors and Staff Chiefs,.- 
in cases involving alleged discrimination due to race, color, religion 
or national origin will be made to. the Fair Employment Officer instead 
of. the Director, ae | ae = eG 


Ce Complaints involving discrimination in connection with person- 
nel actions nust be submitted not later than 30 calendar days after 
the complainant learns of the alleged discrimination. 


ds The Fair Employment. Officer, within 10 working days, either 
will effect corrective action or recommend to the Director discipli- 
nary or other action necessary in cases involving actual discrimina- 
tion. : : , , 


Aniiod For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5 


TT aint ade at gt Lala eat 


EDO ONS ORE BASIE SA: Bt i Mei a ad a estado ato gda gk gt 


Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010016-5 
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: ie 
: ‘ : dua to a 
i Popo. ee Pe ae . ape iaee 
be . me “the” ‘pinaings? or: “aotions of tho a Bopdyment Officer may at a : 
E be oppailen: #0) ‘tho. Dirodtors i ce ee ae ee ae — 
é ‘ - 8g 
: Pai Decisions: on “the? ‘pirestoe: sn, ‘oases’ eveiiue: alleged dis= “4 
; -erimination | ‘quia ‘ to rng; ‘golor;” roligion or notional origin which 4 
do not satisfy the employee making: the’ appeal | may be appealed to 
| “tho | ‘Fair Epa eyeat Board in. ‘the: Civil: Service Donne RBS ons. ‘ 
vent a fs 
1 Wo BY Expense and neiveie’ Y 
| Travel or any other oxpenso “which the Gabisyee: his representa- ae ie 
tive or witnesses might incur in conidetion with attendanee at hearings ee 
‘ granted at tho enployeets request Will not be borno by CIA. Annual leave, a 
i leave without pay, oy 2 sombinatisn of Both wilt be granted for ‘actual : 
. raves: ‘time a any CLA ne toyer involveds : 
i 6» Biployeo Unions : 
tl a 3 an enplowoes have the right to join or to refrain fron oinin - 
&: J ig Q 
, any organizations or assosiations of employoes, the policies of which are 
: not in oo with tholr oath of offfeoe or appointment affidavits. In ‘ 
i exercising this right, they will be free from any and all restraint, inter- 
i ference ons coerced 3 on on the part of acdaint strativo and supervisory person= 
; nole. coe Cer 6 , vy oe e * ee ‘ " : RS gens fe . 
doe Te eee Scourkty Gounctt . 
if “With the concurrence of the Executive Secreta ary of" the National 
i! Security Council, the CIA Fair Enploymernt Officer will also act. upon any 
i - grievancos: which may ariso among-persounel of his offices: ‘In such cases, 
; the Executive: Sacretary of the National Security: Council will take the 
a action prose eribed -horein BOR the ‘Birootor. of eneeee Intelligoncos 
| 
f FOR: [R. DIREOTOR Of CENTRIL INTELLIGENCES | 
f | STATINTEL 
[- " 
i 2 US ; 
. Executive : 
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CENTRAL INTELLEGENCE AGENCY ee e 
Washington 25, D.C. eer a 


f 
{ 
| 
Hy 
l 
t 
| 
t BH 
i Pe J Ps . 
. pul , o : 


staTINTL C39 2 en pele Set 4 
oe A eee Ba gs . | 
iS ee INSTRUCTION A ee oe 7 25 ' 
NUMBER | ee ewe ie WS ae 7 
SUBJECT:: GRIEVANCES AMD COMPLAINTS | fe ne | BTATINGE 4 
i (+ «(This rescinds Administrative Instruction TT: dated, 
{ ‘a 23 April 194%) ; 
: 2 REFERENCES: Executive Urder No. 9830, dated 24, February ‘1947”( Grievarices) : 
ce oF soauiire Orker- oo $980, dated 26 July. 1948. (Fair Employment ‘ 
Poe Pr a Te ee ee a Practices) 
EN of a Ty SPORIGY i Ps sae 
be a. Assistant Directors, Rea Chiefs and other iuploveee jn “super= _ 4 
i visory capacities will, in the administration of their, offices, insure 
‘i optimum working conditions and helatiohships for personnel under their 
| aera ae = Ae, - ? gi Vial ini : 
i ie EE a aches aie 
: be All recommendations for: peysonnel. actions will be. ‘based. solely. : 
I on merit and-filtness ‘of an erploygé\.and in making -such, recormendations . 
k there will be 20. discrimination beca se. oe FeCe colony Tedtetony or . : 
he national origin, 7. or ane eS . Bee: 
i ; 
h ey “It-is: ‘recognized thatjAissatis ‘action .on.the part: of employees 
L may ‘arise. in connection with forking | CS ditions. and. relationships, On. : 
fe status of employment. It igf recognized further that applicants for. : 
ais positions. in:.CIA’ may reel that: their- falqure, .to:. be- ‘appointed - in, the.. : 
} Agency is. based-on discrindnation, This i nstruction provides a standard . ; 
a procedure for. seeking adjpstment of. personal. spmpleintel, uae erievances i. 3 
a without restraint, interference, coercion. or. reprisal, ’ : 
Re APPLICATION u_of_optra oe ppc PROGEIAIRE ‘ : : 
; be Me An: employee. gh appeal under nie prokedure whens. ; j 
[ ei (1) He is Hiscatisfied with “aspects oh his. working gonditions 7 : 
Ee : and. 1.relationshgps: which, BPs: outside his canal. = ; 
here Re a (2) He ee conbletsd: his trial or = probabic onary period and : 
L is. Pears aoe for nee tet artery. service. ge Z 
| | | ce HE. is: ‘terninated for couse, such as. 2d Angus ot a 4 
conducts, i Bales, AE: ; eee os 
ie ares (4) y, He oleige. he was: ‘alecrininated agoinet i in, a . pergorinel 


eae of Trace, rotor; religion or. national origin, (Executive 


ee oo rs | : a 


soln PIL aura BTN Latter ten met atten 
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. Order No. 9980, dated 26 July 1948) 


b. An applicant fora seat tion’ in OLA may 5 bane under this 
3 procedure when he alleges that his failure to be appointed in the Agency 
hs - is based solely on discrimination, ons 


ec. 4n employee may not use this procedure: 


(1) To delay the anplication of adverse decisions in cases 
involving efficiency ratings, veterans! preference, reduction, in 
force appeals, and decisions on the classification of positions, ' 
Separate appeal - procedures are provided: in. the C. S. C.-Rules. and 

. Regulations on such matters. 


STATINTL “"  (2) In connection with separations made by the Director under 
authority of “ection 102 of the Nationsl Security Act of 1947. (See 
Administrative Instruction No. 


- (3) In connection with the ads ion of loyalty case 
(See Administrative Instruction 


~-? 


STATINTL °° 


Be. GRIBVIECE PROCEDURE: 


SN SR ea ES om Ree een e 


a.. An Anpioves should first present to his immediate supervisory: 
orally or in writing, eny question, grievance, complaint, misunder- 
standing or similar difficulty. — The supervisor will allow the employee 
to state his case’ fully and if necessary to present witnesses. The 
supervisor will promptly’ investigate the situation and within five work-.. 
ing days notify the employee of his decision or actions 


ee 


b.. If the employee is not ‘sataafied with the deoteion or action of 
the supervisor che may appeal''in writing to the Branch Chief. A copy of | 
the written appeal will be forwarded by the Branch Chief to the a 
Personnel Branch, #&M (Personnel Officer’ after 30 November 1948).: 

Branch ‘Chief will give the employee full opportunity to expléin- ne 
problem personally, notify the emplovee in writing within five working. 
days of his decision or action taken, ‘and furnish a copy with a> pole ees 
written case record to the Chie oa nenaenne t: enenel 


; a 4, ce. (1) If the case is still not  geubled to the ‘satiefecticn of the 
employee he may recuest a hearing before.an ‘impartial Advisory Appeal 
Board ie be eons petubed au ouene oes emetoyeee as indicated below: _ 


(a) “One member named by ‘the: employée’ gakines the. appeals: 
(b) One member named by the Assistant Director or Staff Chief | 
concerned. 
(a) ‘One feubes sbiected? by’ he: tino enbene: seme’ above,..: 
_. (d) The Chief, Personnel Branch will be non-voting Chairman 
“and advisor.. In'case the first two-members named’ cannot agree 
Within three working deys on the third momber, the Chairmen 
will select such member from eny office other than thet ioe which 
the employee who. submitted the: rapper! is pentencds 2 : 


2s 
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aot into a 


(2) The request for hearing will include the neme of the. 
board member desired by the employee and be forwarded to the 
| e Assistant Dircetor or Staff Chicf concerned through the Branch 
| ee. Chief nd the. Chief, Personne] Branch who will attach the case 
i : records, . . . a: 


(3) Within two working days after receipt of casé records 
the Assistant Director or Staff Chief will forward the cz @, with 
‘his récommendation for. a board member, to the Chairman of the Board. 
(4) The chairmen will convene the board and begin the hearings 
“within 10 working days after receipt of the case from the Assistant 

Director or Staff Chief. the erployec moking’ the unpeal may be 

accompanied to hearings by'not.more than two representatives of his 

own choice. He will inform the chairman of the names of such repre= 
. sentatives prior te the time of the hcerings. 


(5) Upon complution of the hearings a written report and the 
recommendations of the majority of the members of the board certified 
by the Chairmen will te forwarded to the Assistant Director or Staff 
Chief concerned. The Assistant Director or Staff Chicf will then, 

! . within five working days, mske his di cision, inform the employee in 
: writing,and return all cese records with a copy of his dedisior. to 
po . the Chief, Personnel Branch, os % 


. (6) Except in cases involving alleged discrimination due. to 
t race, color, religion or national origin, « the employee, if .he is 
i ag “Still dissatisfied, may submit a written eppeal to the Director, 
; through the Chief, Personnel Branch, who will attech all case records, 
i pe eee The Director will make his decision either based on a review of the 
case records or by hiaring the employee in person if deemed nucessary, 
If a hearing is held the emplovee may have representation if he so 
desires, The Director will inform the employee in writinz of his 
_ G¢cision, which will be final. . All case records will be returned to 
the Personnel Branch for file, A ie 


d. (1) The Executive for A&M (Deputy Executive for Administration 


after 30 November 1548) is designated as CIA Pair Employment Officer 
_ under the provision of Executive Order No. 9930, alee 


(2) Appeals. of decisions of Assistant Directors end Staff Chiefs, 


i 

i 

{ 

i 

i 

E 

| 

{ ar ‘ : aa he pee oy es 
: ei ow “in eases involving alleged discrimination due ‘to race, color, religion 
| 

| 

| 

| 

I 


or national origin will be made to the Fair Erployment Officer instead 
of the Director... . ; ete ie ta 


(3) Complaints involving discriminetion in’ connection with person= 
nel actions must be submitted not later than 30 calendar davs after the 
- complainsnt learns of the alleged discrimination, . 


(4) The Fair Employment Officer will, within 10 working days, 
either take pirsonally, or recommend to the Director, any corrective or 
disciplinary action considered necessary in cases involving actual 
discrimination through either action or failure to act. 


am 
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(5) The findings or actions of the Fair Employment Officer 
may be appealed to’ the Director, ec . 


(6) Decisions of the Director in casos involving allege — 
discrimination due to race, color, religion or national Origin which 
do not satisfy the employce making the appeal may be appealed to the 
Fair Employment Board in the Civil Service Commission, 


&. All required action .in connection with alleged grievances will be 
carried out during norma] working hours and regular Working days, 

f. ine. peroonnel Relations Division, Personne? Branch, mey be consulted 
at any time relative to any grievance or complaint, ; 


4. a. Employees making appeals wil] be notified in writing of any delavs 

in rendering decisions, ra _ 

b. Employees will be allowed 10 Working devs to make appeals from _ 
decisions at each level, eee 


¢. Where an &ppesl is made ‘to the Director, the complainant ang other 
officers or employees involved in the complaint Will be afforded an opportuni= 
ty. to appear personally before the Director or a person designated by him, . 
The Complainant, if he sO desires, may” have 9 representative of his own 
choosing, ee | , 


5+ EAPENSE AND TRavEr, 


Travel or ‘any other expenses which the employee, his representative or 
witnesses might incur in connection with attendance at hearings granted at 
the employee's request, will not be borne by CIA, Annuel leave, lezvye with 
out pay, or a combinetion of both will he granted for actual travel time by 
any CIA employee involved, fe — : : 


6. EMPLOyEr UNIONS a a . 


CIA employees have the right to Join or to refrain from joining any 
Organizations or essociations of employees, the policies of whith are not in 
conflict with their oath of oft ice Or appointment affidavits, In exercising. 

_ this right they will be frie from any. and a2] restraint, interference. snd 
Coercion on the part of administrative and Supervisory personnel, 


ee ane Pay eee 0001000100165 a 
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Te NASTONAL ‘SECURLTY COUNCTE 


a peg ak “With the concurrence of the Executive Secretary . of the National 
a aes : Security Council, the CIi Fair Employment Officer will also act upon . 
any grievances which may arise among personnel of his offices. In such 
cases, the Executive Secretary of the National Security Council will 7 j Es 
| . take the action pees nome in for the Director of Central Intelli- | Le ae 
St Aa gence. ; . ; . ood 
| 


FOR THE DIRROTOR OF CENTRAL INTSLLTGRNGE | . : 7 td 


wecutive for 
Administration. and Managenent ; STATINITL 


i. DISTRIBUTION: ALL CIA EMPLOYERS 


-Release.2Q06/44/0: 
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-and Security, is designated as CIA Fair Enploynment Officer 
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CENTRAL INTELLIGENCE AGENCY 
- Weshigton 25, Dy C.- 


16 November 193 — a te gts 


ADEINISTRATIVE INSTRUCTION — i 7 Ee 


NUBER = es a STATINTL. 


SUBJECT: GRIEVANCES AND COMPLAINTS f 


‘ 
< 
" 


STATINTL A 


eputy. Executive for Inspection a 


under the provision of Bxecutiye Order No. 9980." STATINTL 


ve 
a 


HPAL INTELLIGENCE: 


FOR THE DIRECTOR 2 


2 


f Executive for ss 
* administration ana enagerent 


‘STATINTL 
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bee . ce fe ; - 
igs a _ CENTRAL INTELLIGENCE AGENCY ae : : 


ees degie De Co 


2 sae ee me a one . - WE a ee Ves aie Bae sori - ‘ eT aos Se ora : 
| aan mae es ae ae : 27 De somber 1949" ; STATINTL 
SUBJECT Grievances and Complaints , STATINTL 


RESCTSSTONS: Jondetstaeles. Th sion on. No diited 27 ‘Oébaber” 1948 
. sake? Bef ‘-Adninistrative Instruction No} 4: dated 16 November: 1948 


. ae Seope | eee a ne etal 


This aeteugtien peevides ae selaeiee’ eae ‘procedures ‘for employees 
seeking adjustment of pene oney eenp lalate or _ Era vancesy, 


Sa ele ack ‘of. eeteranas Srodeduber. = Sige - a 
‘ * LOLI LO IIS OT A SET A TEE, , ” we “ # 
Be An Gu ag may appeal under ee -Procedure. whens. 


(1) He is dissatisfied with sachets of his: working conditions 
and pane te oneheps: noareh are euuside his pontrole, 


“(ay ‘He nee ponplesed: hie trial or probationary meres and is 
Hts a) DOIN separated. for unsatisfactory: servi cds ee 


. (3) He is nuermi nated | for CAUSE, such | as, ger naneney or mis= 
“t) gonduct.s 


: (4). He’ claims he. Wag discrimittated: against. in a personnel 
action heceuse of Tao8) colors Feligion or national origine: 


ee Cnn “An appiiene: feng a position in OIA may appeal ander this proces 
dure when :he alleges ‘that-his failure toe be ppointed | in- the Agency 
is based polety on discriminations 


Ce. an. supleyse: ‘may ‘not, use this procedure: | 


a) fo delay. the: ‘appl doug on of adverse. ‘asplalons. in. cases — 

poly tas éfficioncy ratings, veterans’ ‘prefererice,. reduction in 
force appeals, and decisions on the. classification of ‘position. 

Separate appeal procedures are provided in Civil Service Commise= 

ee Rules. Pe Beew at tone ‘oR: aula’ Hatters, a : 


5 


“(2) In eennaotian: with sépuwetions: made» ‘by ‘the Director under 


: euthor ity of Section 102 ef the i Seourity Act of 19476.) otatintL 
| eteeceitindd Inatruotdon Nos| -— Bea ie 


(8). “In: connection: with he: ai ott on eee STATINTL 
ee (adntntabrative’ ‘Tnatrudts on Nos CIE tt ce oO 


soe oa ee 
ee eben 
a ag, RS AAA 


-:ployoo to. state his case fully and if necessor 


“the boards ee 
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-34 Grievance Pr. .edure y# RS 


ae An omployeo first should present. to his immediate supervisor, 
orally or in writing, any question, grievance, complaint, misundor= 
stonding or similar difficulty. The supervisor will allow the ome | 
y to present witnessese., 


The supervisor will promptly investigate the situation end within five _ 


working days notify the employee of his decision or actions 


be If the employeo is not satisfied with the decision or action. . 


of the supervisor, he,may appeal in writing to “his -Division’Chiefs 
_A-copy of the appeal’ will be forwarded by the Division Chief to the 
“Chief, Personnel Division. The Division Chief will give the employes 
full opportunity to explain his problem personally, notify tho em- 


ployee in writing within five working days of his decision or notion 
taken, and furnish a copy with a complete written case rocord to the 


_ Chief, Personnel. Divisione 


. Gav Tt the case is still not settled to tho satisfaction of the 
employee, he may roquost a hearing. before an iimpartiel. Advisory ‘Ap- 
peal Boarde. 7 o 
(1) Tho Board will bo constituted fron among CIA employees 
os followss . 7 a eo BE acne 


| (a) One momber named by the employee making the appoale 


“(b) One monber named py the Assistent’ Director or Staff 
Chief concernede 


=“ (c) - One monber selectod by the tvo members nated above. 


: _.(d)° The Chicf, Personnel Division or tho Chief, Employees 

Division, will be:non-voting chairman and advisore In case 
the first two mombers naméd cannot agree on the third member 
within three qrorking, days, . the. chairman will sclect a member 
from any office other than that to which the employee who, 
submitted the appeal is assignede = Pee eee 


(2) The request, for hearing will includo tho name of the 
_.board mombeor desired by tho employee and be forwarded to the 
- Assistant Diroctor or Staff. Chief concerned through -the Division 
: Chiof. and the. Chief, :Personnel Division, who will ‘attach the case 
“ yecordse LBS as os er ee ee 


(3). Within two working. days .aftor receipt of cise ‘rooords, 
tho Assistant Director or Staff Chief will forward the records 
for- 5, board: member: to the chairman of 


and his recommendation 


boa a 4 ee a ae ea ES St 
(4) The chairmen will convene the board and bogin, the hear= 
ings within 10 working. days after, receipt? ofthe case. from, the 
‘ “Assistant Director or;Staff Chiefs, “Phe.omployee inaking tho appoal 
may be accompanied to hearings by not more than two representa- 
tives. of his choices He will inform the chairman of the names - 
of such representatives prior to the time of the hearings. 


wees 


ey) 
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| 
ieee (5) thon comple tion of the hearings, a written report and 4 
ae gc the reconmendatiohs of the majority of the members of the board 4. 
. certified by. the chairman willbe forwarded. to the Assistant 
- Director or Staff Chief concerned, .The Assistant Director or | 
a -# Staff Chief will then, within five working days, make his deci- 
4 “ae 3 sion, inform the employee in writing, and.return. all case records 
“with a copy.of his decision ,to ‘the Chief, Personnel Division. 
., (6) _ Except: in .cages ‘involving “alleged discrimination due ‘to | 
3 race, color; religion or national Origin, the employee, it he is | 
still dissatisfied, may submit a written appeal to the Derector,; 
_ through the Chief, Personnel Division; who will attach all case | 
 Pecordss, The Director will make his. decision either-based on a 
. review of the case records. or -by hearing the employee in person 
; if deemed hecessary. Jf ahearing is held; the employee may have 
. representation if he so desires; The Director. will inform the 
emmlovee in writing of his decision which s;will be final.. 11 case - 
records will be returned to the Persennel Division for file.’ . | 
d, All required action in connection with’ alleged grievances will ! 
_ be. carried out during normal working hours’ and regular working days. 
c .@. - The Personnel Relations Branch, Fersonnel Divisich, ihay be | 
'.. consulted at: any time relative .to any.grievance.or complaint, ~ ("~~ 
£: Bnployees making appeals will be notified in writing of any. | 
delays in rendering decisions, . . : 
g. Employees will be allowed 10 working days to make appeals ae 
; from decisions at each level...” ee Yi oy fae _ 
.. he Where-an appeal is inade to the Director, the complainant and’ 
other officers or employees ‘involved in the. complaint will’ be afforded 
an Opportunity .toappear personally before the Director or a person. ~ 
designated by hin, The complainant, if he so desires, may have a 
representative of his ‘own choosing, within security limitations, 
4. Fair Employment Procedure 
, . 7 . ees . : Fe . 
a Mrs By Ry Saunders, Budget Officer, is designated as OIA” 
Fair Employment Officérunder the provisions of Bxecutive Order 
on | . _. be» Appeals of decisions of Assistant Directors and Staff Chiefs, . | 
, in cases involving alleged discrimination due to Pace, color, religion — i 
or national origin will be made to the Fair Employment Officer instead 
of the Director, ee ee eee eo 
| . Ce Complaints involving discrimination in connection with person- 
oo. nel actions must be submitted not later than 30 calendar days after 
the complainant learns of the allered discrimination, . 
eae ds. The Fair Employment Officer; within 10 working days; either 
's will effect corrective action or recommend to the Director discipli-~ 
‘ee nary or other action necessary in cases involving actual discriminas — 
pe. tione . oe 
" \ peat : | 


BT ee oA papa (sade Sone ide ec epee ob7 aban ocoienie sie 
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i 5 : ’ a : to" Wy 
: Dig te oe, 28 : j 
yur ewe eo naar en ge eile ee atest : dt yee 
Os ‘The-findings!or actiong of the Pair Employment Officer may 
‘be appealed. tothe Directors: Se a ae Oe a 
‘+ fe Decisions of ithe: Dirdetor in odées involving, allegéd dise 
'. orimination: due :to rneo, color, 3Zligion or national orLgin which 
do not satisfy the, employee making the appeal may be appealed to 
“the Fair Employment Board. in the Civil Service Conmissions 
5. Expense and Travel: . ig oe 
_ Travel. or any other ‘expense which the employee, his reprosentas 
tive or witnesses might ineur in connection with ‘attendanoe at ‘hearings 
granted at the employoet's request ‘will not be- borne by CIA. Anmal leave, 
leave without pay, or @ combination. of both will be granted for actual i 
‘travel time by any CLA employee involveds -  . "°° ee cae 2 
6» | Employee Unions — : 
Cee ee . “3 ae Je & & : : 
= CIA employees have tho: right to join’ or to refrain. from. Joining ; 
any organizations or associations of: onployoes, the’ policies of which. are j 
not in conflict with thoir oath of office or appointment affidavits. In i 
exercising this right, they will be free fron: any’and all restraint, inter- 
ferenco and coercion. on the part of ecnainistrative and supervisory. person- 
nole =... 0. Seb ina tag Oa te ote a a a 
7. National Scourity Council oe 
_ With the concurrence of the Executive Seerotary of tho National 
Security Council, the CIA Fair Euploymens , Officor will also act upon any” 
grievancos which may arise among personnel of his offices ‘:In such Cases, 
othe Exequtive Secrotary of the National Security Council will ‘take ¢hp 
ection proscribed. horein for the Diroctor of Central Intelligsnees 
(ROR THE DIRECTOR OF .CENERIL, INTELLIGENCE: °° 
aptain, USN 7» ee ce 4 
Executive | BS ay : 
DISTRIBUTIONS. ALL EMPLOYEES. | | 
inte j 
2 oe ree ie Abe are ere ee fi 
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oe ee 


ae Master 


| 
: 7 CENTRAL INTELLIGENCE “AGENCY ieee el 
| 
! 
| 


Washington 25, D.C, | a : 5 


"27 October 1948 


STATINTL 


| ADMINISTRATIVE INSTRUCTIO 
NUMBER Pc 


SUBJECT: GRIEVANCES AND Y COMPLAINTS Pe oie te 
' (This réscinds Administrative Instruction dated 
. - 23 April 1947) 
REFERENCES: Executive Order No, 9830, deted 24 Tebruany 1947(Grievances) 
: . Executive Order’ No. aes dated 26 July 1948 - (Fair Employment 
. . Practices) 


STATINTL 


nie POLICY Pt, oe oe be 9s oe | e 2 . 


Be Assistant Directors, Staff. Chiefs and other ere in super- 
visory capacities will, in the administration of their offices, insure 
optimum working ‘conditions, and relationships for personnel vee their 
supervision, 5 Bh, ie 3 


be Al reconinendations for personnel, actions. wil be ‘Hased soiste, 
on merit- and fitness of ‘an: erployee and in making such recormendations * 
there will be ‘no. discrimination mecetse of a ‘color, : religion, Or 
‘national origin, Fadl gl be ah ee 


Ce nee is recognized that dissatisfaction on the part of et ee 
may arise in connection with working conditions and relationships; ‘o: 
status -of employment, “It is: recognized further that applicants. for’ 

: -positions:in- CTA may feel that their failure to: be: appointed. in the 

4 Agency is based. on discrimination. ‘This. instruction. provides: a standard : 

: ‘procedure. far ” “seeking adjustment of personal complaints and. grievances: 
= + Without Pes." -P, ib sTierierencs ; coercion or reprisel. F ee: 


» 


ee APPLICATION TLON_ OF CRE Vale _PROCEDURE pares ee a Be ee es 
ac An employee may append snaee this procedure whens 
tn He ie dvebatiertaa with aspects of wits working conditions fy . 7 

and relationships wWeich: vare senuet de his oust 
is ee pe esahia for Cues inet ee cere elie 4 . 


(3) ke . ‘is ‘terminated for cause, ae as: delinguenoy « or: mis= 
ae conduct. Piet, eh ae boe bo Ge &) Vara : 


ti). He ice hes Was ; i dleoriminatea cosine” ina personne! 


in 
Ae 
oe : (2). “Heshag. eonnleted. his trial or " probationary period, and 
ape action Pecnuee of race, color, religion or national origin, (Executive 


Sey 


Gath eaillbate eee ee a 


Seeman oR th Agee SE Be Reta a NSU hee eam Ri RES ETT REEL E Aichi ¥ a ‘Suetiey Strona ea en instres Sanne eteeanntame rater Ane h AAMT bbh oe sere scnnnvenabesinge-erinnansie oes coeur se a Tonernane ae ane arcotgnaruactanet nant meena ew Me BETA ib nee Paras 


Bee BENE 0a Oh ae Ao oaiGoh tees eek 
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Order No, 9980, dated 26 July 1948) 


bs An applicant for a pos ition in CLA may eppenl under this 
“procedure when he alleges that his failure to bé appointed in the. Agency . | 
is based solely. on aeecrsmsnetsOns : 


@, An.emoloyee may not use this srocedues 


“(1) To delay the. anplication of. adverse decisions in cases 
involving efficiency ratings, veterens' preference, reduction in a 
force appeals, and decisions on the classification of positions, — 

Separate dppeal procedures are provided in the C. S. C. Rules and . : 
Regulations on such matters, . a ; a ca 


-(2).° In connection with separations. made by the Director under 


authority of Pection 102 of ational Security Act. of 1947.. (See ; - 
Administrative Instruction 4 e STATINTL 


| ; (3).-In connection with the a@itudieation of loyalty cases. STATINTL 
be . (See Administretive Instruction § : . w ve 


wen ee te erect er RT mE Mt fe A eR eRe etna eg z 


- 


es a eae et ocean me a Re RENN ES 


By GRIEVE. PROCEDURE. 


7 | ; ae én Smpleyae should first present to his immediate supervisor, 

| aa orally or in writing, any question, grievance, complaint, misunder- 
standing or similar difficulty. The supervisor will allow. the employee 
to state his case fully and if necessary to present witnesses. ‘The 
supervisor will promptly investigate the situation and within five work- 
ing days notify the employee of his decision or ‘action. 


b. If the ‘employee is not satisfied with the decision or. ‘action of 
the supervisor he may appeal in writing. to the Branch Chief.. A copy of 
the written appeal will be forwarded by the Branch Chief. to the Chief, 
Personnel Branch, 4&M (Personnel Officer after 30 November 1948) The a ! 
Branch Chief will give the employee full opportunity to explain his bos 
problem personally, notify the emplovee in writing within five working 
 @ays of his decision .or action taken, -and furnish a copy . with a sompiene 
written case record to the’ Chief, Personnel Branch, 


e. (1) If the case is still not eae a of the — 
employee he may request 4 hearing before an impartial. Advisory Appeal 
Boars to be constituted fro: among CIA euplayees.* as. indicated below: | 


a) One ménber named by the employee ‘making the - appeal. . a 

(b) One member named by the Assistant Parcevor or Staff Chicf ; 

e@oncerned,. - . 
(c) One nenbex loted by the. tue tiembens ame above. 

(ad) The Chief, Personnel Branch will be non-voting Chairman 

~ and advisor. In case the first two members. named cannot agree i 

within three working deys on the third member, the Chairmen 

. will select such member from any office other than that ‘to which. 

the. employee who: submitted the. PPeet is. peter’: oe i 


4 
oA 
ee 
at 


DP81:00728R000100010016-5.. 
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q eck ‘ ‘ 

_ (2) The request for hearing will include ‘the .neme of the 
aS : board member desired by the employee and be Forwarded to the 
Assistant Director or Staff Chicf concerned through the Branch . 7 
Chief and the Chief, Personne]. Branch ,who will attach the case ; 

{ records, — 7 + ee 


(3) Within two’ working days after receipt of case records 
the Assistant Director or Staff Chief will forward the cass, with . 
his recommendation for a board member, to the Chairman of the Board, 


AL) The chairmen will. convene the boerd .and begin the hearings 
within 10 working days after receipt of the case from the Assistant | 
Director or Staff Chief. The employee making the anpeal may be ; 
accompanied to hearings by not more than two representetives of his 
own choice. He will inform the chsirman of the names of such repre= 
sentatives prior tc the time of the hcarings., 


en nent ee te SE et ES TE Ne “OEY EE 


(5) Upon completion of the hearings a written report and the. 
7 recormendations of the majority of tae membors of the bord certified 
4 | by the Chairmen will be forwarded to the Assistant Director or Staff 
a i a re . Chief concerned. The Assistant Director or Staff Chief will then, 

, within five working days, meke his decision, inform the employee in 
writing,and return all.case resords with « copy of his decision: to 
the Chief, Personnel Branch, 


(6) Except in cases involving. alleged discrimination due to 
race, color, religion or national origin, the employee, if he is 
pS oe - % still dissatisfied, mey submit. a written eppeal. to the Director, ; 
through the Chief, Personnel Brench, ‘who will attach all case records, 
The Director will make his decision either besed on a review of the 
case records or by hiaring the employee in person if deemed necessary, 
if. a hearing is held the emplovee may have representation if he’ so 
desires, The Director will inform the employee in writing of his 
decision, which will be final. All case records will be. returned to. 
the Personnel Branch for file, 7 


d, (1) The Executive for A&M (Deputy Executive for Administration - 
after 30 November. 1948) is designated ag CIA Pair Employment Officer’ 


under the provision of Executive Order No. 9980. 


ge 
4 ‘ 


Ti cut? .ausbies ee 2) Appeals of decisions of Assistant Directors end Staff Chiefs, eae 
_ in cases involving alleged discrimination due to race, color, religion 
or nation] origin will be made tothe Fair Employment Officer instead 


ie oe of the Director, 

(3) Complaints involving discrimination in connection with person= MESA 
nel actions must-he submitted not later than 30 calender days after the 
complainant learns of the alleged discrimination. . ; 


: (4) The Fair Employment Officer will, within 10 working days, te 
either teke personally, or recommend to the Director, any corrective or is 
disciplinary action considered necessary in cases involving actual 4 

| discrimination through either action or failure to act. 

= re og ES ee re 


JEige maw teh Hop ee nets Ho Se ee Bee AN TOT a ca mameT LIM. tmamtremaeeil te cent amet AE RSME A One ee Nk Gene cent mpnecl genie eyetninetae oe tw : shat PONE teeta ae memsenater tie AF maces gcerie 
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(5) The findings or actions of the Fair Employment Officer 
may be appealed to the Director, S 


(6) Decisions of the Director in cases involving alleged — 
discrimination. due to race, color, religion or national origin which 
do.not satisfy the employee making the appeal may be appealed to the 
Fair Employment Board in the Civil Service Commission. ie 


(7) The provisions of this sub-paregreph "d" provide an interim 
means for implementing Executive Order No, 9980 and are subject to 
change to bring them into accord with ‘any reguletions in conflict «. 
or elaboration which may later be issued by the Civil. Service Commission. 


e, All required action in connection with alleged grievances will be 
carried out during normal working -hours and regular working days.. 
.  £. The Personnel Relations Division, Personnel Branch, may be consulted | 
at any time relative to any grievance or compleint, 


4. &. Employees making eppeals. will be notified in writing of any delays 
in rendering decisions. : : 


b.. Employees will be allowed 10 working deys to make appeals from . 
decisions at each level.’ 


c. Where an appesl is made to the Director, the complainant and other 


“officers or employees involved in thé comvlaint will be afforded an opportuni- 


ty. to appear personally before the Director or a person designated by him. 
The complainant, if he so desires, may have a representative of his own 
choosing, . ' : 

5+ EAPENSE AND TRAVEL | 


Travel or any other expenses which the employee, his representative or 


witnesses might incur in connection with attendance at hesrings granted at - 


the employee's request, will not he borne by CIA. Annual leave, lesve with- 
out pay, or a combinetion of both will be granted for actual’ travel time by 


any CIA employee involved, 


6, EMPLOYEE UNTONS 


= CTA employees have the right ‘to join or to refrain from joining any 


organizations or associations of employees, the policies. of whieh are not in- 


conflict with their oath of office or appointment affidavits, In exercising 
this right they will be free from: any and all’ restraint, interference. and 
coercion on the part of administrative and Supervisory personnel, 


"Approved For Release.2006/11/06.:.CIA-RDP81-00728R000100010016-5... .- 
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Ys NATIONAL SECURITY COUNCIL : 

With the concurrence of the Executive Secretary of the National.” 

Security Council, the CIA Fair Employment Officer will also act upon 

any grievances which may arise among personnel of his officee In such 

_ cases, ‘the Executive Secretary of the National Security Council will 

take the action prescribed herein’ for the Director of Central Intelli- 

gences ei ee : . = 

“FOR THE DIPECTOR OF CENTRAL INTSLLIGENCE: | 

| a 
| Executive for | 
. Administration and Managenient | 

| if sa : fee Eo 3 STATE 
DISTRIBUTION: ALL CLA EMPLOYERS | 

: | 
a | 
: ei 
oe a 
: | 
| 
ee sal 
| | 
| | 
| 

neal 

| 
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. - ache ae ae thy alle A 
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| be ee a SP ;  Vashinston, D, G, - a 
ere “ . . e ees 3 | - 
es ee — EEMORANDu AL |  €3 April i947 . 
-STATINTE =. NUMBER [] ae | 


SUBJECT: Grievance 


&S and Complaints Procedure 


L Pcth soak — BRRRCE IVE Uyer, 7 JUNE: 1947 uNtzss SOONER RESCINDED | 


These instructions set forth. the principles and pro~ ies 
cedures to be applied in the fair and equal handling of employee 


complaints and urlevances jn the Centra) Intelligence Group, 
| 1. scope Be at. fe , ee 
The Provisions of this Procedure apply to CIG 


Personnel in Vashing-ton and in the field. 


2. LNGAL AUTHORITY 
7 Executive Order No. 7916, dated 2h June 1938, Provides 
that. the Personnel Director shalj establish a Grievance 
Procedure, Subject to the approval Of the head of the 
ivi Commission. The 


© Commission have 
apvroved the Procedure outlined herein. 


fully informed of their rights and 


napit : ae dig DEFINITIONS 
a ~ A complaint oy érievance is usual] 
i 2 ae : - CXpressed feeling 
a : a day-tomdayr work relationships, vorkine | 
. er Status of ctiployment. r+ may be introduced orally or in ne 
| to an individual euployee, and th 
affects Only the Particular employee involved, 
Problens affecting general working 
Which have. broag application, involving gene 


to ‘the employcets cmediate supervisor. In all ca 
eecisions ang reasons for action taken Should be 
fs Sea aes. ~ employee promptly and in sufficient 
{ 


ST ae ee at eee 
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bed 


aoe 
. = Ss “POLICY . | : ; 
a) it is recognized that dissatisfaction on the’part of 
employees may arise. This procedure is intended to provide 
and outline a standard outlet for such problems, and to sive 
employees an Opportunity to seek adjustment of any complaint 
or grievance without restraint, interfcrence, coercion or 
reprisals ~~" oo 7 
b) Separate procedures are provided in cs¢ Rules and Regula- 
tions for apneals of efficiency ratings, decisions on the 
classification of positions, involuntary separation during 
a . probationary or trial périeds based on inability to perforn 
rs. . the required duties, and decisions: on administrative actions 
fe - involving suspensions, involuntary separations and removals. 


ie 
1 
t 
{ 
‘ 
i 
iz 
t 
P 
i 
| 
I 
i 
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6. APPLICATIONS oF PROCEDURE ee a 
a) This procedure applies to complaints and srievances 
. . Which are personal to an emplo-rec. ae 
ca jul oo an b) An employee who has completed his trial or probationary 
we 2 period and is being separated for inefficiency, will have — 
; the rivht to appeal under the Appeal Board Grievance 
Procedure. : 7 : 
-¢) Employees who are terminated for cause, such as’ 
: delinquency or misconduct, may exercise their right to | 
fe . : appeal such removal under the Appeal Board provisions of 
‘ os : — ¥ this Frocedure.. | 
| a , d) fn employee may not-use the Grievance cr Appeal 
Procedure as a delay-in the application of administrative 
| : x action or decisions. This does not preclude hearings 
| = which will be afforded an cmloyee prior to disciplinary 
| : _ action or administrative decision. Such hearings are 
separate and apart from the appeal rishts of the Grievance 
Procedure .. . . 
= ‘c) Enplovees against whom complaints or pricvances are 
ee ‘ orought shall be given the same rirhts under this Procedure 
; as those accorded the onmployee, originating the complaint or 
grievance. 


is ee 7» STEPS AND CHANNELS in 

= . a) In order that prompt solutions of complaints and 

v3 ae oe  grbevanees may be given, the following ‘table and steps in 
ae oe is the Procedure are established for Channeling gricvance - 
rae a . matters. It is. assumed that intermediate supervisors 

. Will be consulted and inforned relative to action on cases 
involving employees under their general jurisdiction. 

| b) First Stage = Immediate Supervisor; 

Second Stage - Branch Chief; 

; ie re Third Stage - assistant Director of Office; and 

— : : ae Fourth Stage - Director, CIG : 

i a 7 c) First Stage = Innediate Swervisor 

| _ The employee should first and alvays take-up with his 

immediate supervisor, orally or in writing, any 

question, erievance, complaint, misunderstanding, or. 

| . ‘ _ Similar difficulty. He may be accompanied by an Ce ee 
ae ee ; employee from his own office yho may serve as witness. | 


Biased 


OTANI MARVEL AML Cd SER MAR I ad HO Po Seg De a 
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a i * 7 
ae a. 
: 


° 
e 


ae \ : , ‘ ines : 
The suoervisor will allow the employer to state his case ee 
fully and will promptly aid objectivel; investicate the ee 
Situation. .. bricf record of the case vill be kept by. the a ee 
innediate supervisor for his oim information snd for ae 
possible reference. should the matter:be reforred to higher 
authority. ae 7 
d) Second Stave ~ Branch Chicf 
If the matter is not aajusted to the employee's satisfac 
tion at the first Stage and the erployce desires to appeal, 
-he shall submit his case in writing through his immediate 
. supervisor, who will foryvard the original to the Branch — hoa 
— Chief, and a cop: of the appcal to the Chici#', Personnel ; “lg 
: Division, GIG. The Branch Chie Will give the etployce full: fo 
“Opportunity; to explain his problen personally. The employee | 
| nay be accompanicd by not more than tio CIG employees of his 
es . _ovm.choice who may be heard as witnesses. The Branch Chief 
| ie ee will obtain all pertinent facts in the case by consulting 
oe ioe with other persons concerns or havin;: lnoviledge of the 
= od . - Clreunstances. A written record will be maintained by the 
a Branch Chief, including a stateront of the gricvance, the 
Ys names of persons concerned, the nanes of those with whon the 
natter has been discussed, a Summary of findings, and a 
ae a statement of action taken. The crplovee will be informed 
in writing of action taken at this level after full con- 
i x gs x _ sideration has been given the case. ui complete case reeord 
oS 7 will be forwarded to the Chief, Personnel Division and 
ra _. to the Personnel Relations Scetion, Pcrsonnel Division. 
po e ef - @) Third Stage = Assistant Director 


Trametes aren amnemen oe mason ane inet Femme et Pee NR 


° cave me cee 


_ z If the nattcr has not boon settled to the satisfaction of 
o the employce at the. second Stage, he may address an zppeal 
to the Assistant Director, CIG, in the Office concerned, — 
De. a . — The request will be forwarded by hand throurh the Branch 
Yt _ Chief to the Chicf, Pursonmnel Division. The Chicf, 
La . : Personnel Division, will forward the apneal and case 
; records to the assistant Dircetor of the Office. The 
| employce's appeal iill request that an impartial Advisory 
Appeal Board be established to hear the case, and will 
state the name of the’ person he scleucts for Foard Homber; 
3 Upon receipt of the request, the Assistant Director of 
=p . the Office wili name .a lembor to the Advisory Appeal 
} " : Board and will immediately notify the Chief, Personnel 
' Division, of his Sulection. The two Members named will 
agree on, and appoint, a third ember, notifying the Chicf, | 
Fersonnel Division of' such selection. If an agzreenont 
cannot be reached as to the selection of the Third Lenber, 
os te . _The Chief, Forsonnel Division, who automatically serves as 
Le Chairman of the Advisory Anpeal Board, but in a non-voting 
.- 2 os “capacity, will sclect the third Uomber to the Board. The 
pee e e ‘ok . Board, therefore, will consist of four Members, three of 
: which will have voting status. iiembership Will be. restricted 
‘« . * to employecs of CIG. Tho Chicf, Fersonnel Division, will - pee en 
a) rey -" maintain. absolute impartiality in his service on the Board, | 4 
ee o. . _ His responsibilitics are to advise the Board as to proper 
: , se “proceedure and. regulations to se.: that proper records are 7 
ca maintained, and to insure expeditous handling of the matter. . 


+ shan cahnanntananteaevitre nen site etichennvwen weenie meee Soc pietanaeer tan ctcimwnnemnnettnt ieee ea etna ge nb tte a scabs snakes esau mee nine mance it tanetninarn Seen SPU ac gee load annie 
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Tho vhairmari, will convene the Boara, ‘which will investigate 


the case promptly; review all pertinent papers and hear all 
persons, or receive such evidenee as the Board, by majority 


vote, determines necessary. All Lcmbers and the omployce will 
be present when a hearing is hold, and the employee will be 
given ample opportunity to present his case. He may oc 
accompanied or represented by not more than two employces of 


his otm choice from CIG.. The employee will notify tha Chairman 
i v 


of the Board in writing of the naincs of such roproescntatives 
prior to the time of the hearing. The Chairnan of the Board © 
Will make necessary arrangements for the complete recording 
of all proceedings for administrative use. Unon request, 
this report will be made available to the employee. 4 
written report, signed by the three Liombers and certified by 


the Chairman, including a statencnt of findings and 


recormendations, will be submitted to the Assistant Director. 
of the Office, but will give no indication of individual 
opinions or recommendations. If a complete agreementccannot 
‘be reached, a majority decision will be binding. The 
Assistant Director of the Office will render a prompt decision 
and will inform the employee of such decision in writing. If 
thie omployee is dissatisfied yith this decision, he may appeal 
‘to the Director, OIG. . 

f) Fourth Stage - Director, CIG : 

The employee will forward his written appeal to the Director, 
CIG, following tne same procedure as outlined in the third 
stage. The Chief, Personnel Division, will act in the same 
capacity as outlined in the third stare. ‘The Director will 
make a careful and impartial review of the records. Le 
hearings are deemed necessary the employee will be heard 

and may have representation. The written decision of the 
Director will be. final and the case will ve considercd 
closed. Complete records of the case in all stages will 

be maintained in the Personnel Relations Section, Personnel 
Divisions | ae 

g) Conduct of Appeal Boards 

Appeal Boards will conduct meetings in an orderly and 
informal manncer.. They will not function as a judicial or 


_trial body. Appeal Boards will be cstablished for the 
“purpose of advising and assisting the appropriate authority 


in rendurin;, a fair and unbiased decision based upon 
information and facts, and to advise the proper authority of 
findings and recomendations. The employees and witnesses 


“rma be subject to questioning. However, "cross-exaninations" 


. 


“di technical "cbjection" toe testimony by Board embers will 


mot be tolerated. All procecdings relative to the Grievance 


‘Rocedure will be carricd out on official Government time and 


during the normal work dey. . Scheduled time off will not 


bo granted the omployce or ‘his fellow-workcrs to prepare his 
ousGe 


} 

4 
ae 
4 
afk 
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noo. 
pee ee h) time Limitations 

ape 22) win, ‘Decisions at the first stage will be reached within threc 
peo. _ Working days; at the second stage-in not more than six 
Pb . x working days; at the third and fourth stages in not more 
Bow ‘than ten days cach. If for any reason the decision is delayed, 
; . the employce will. be notified in writing of the delay, reasons 
; ; for the delay, and the decision date. An emlLoyee will be 
ee 2 allowed ten working days to appeal the decision rendered at 
eo? the first, second and third stages. n> appeal of separation 
or removal will be made within five working: days from the 
| time of the omployce's receipt of the official notice of the 
i action. 8 | 
i) Expense and Travel 
Travel or any other expenses ‘which the employee, his repre= 
sentative or witnesses, might incur in connection with 
eee at hcarings granted at the employce's request, will 
not be borne by CEG. Annual leave, leave without pay, or a i s 
coribination of both will be pranted for actual. travel tine 
“by any CIG emprovee involved: in the CaSGe 


Ss 8. GENERL 
oe If gricvances or sore uatnte are submitted which ar e not in Ge Gtaes 
! _ accordance with this procedure, the propor subhori ty wiil i 
. i. advise the umployee.as to the proper procedure and approved 
: , provisions, and inform him that CIG requires the application 
- of the lrocedure in the interest of efficient, prompt and 

, ‘systematic handling of employee probloms. 


FOR THE DIRECTOR OF CENTRAL D!TELLIGENCE: 
STATTNTTL 


xecutive lor Porsonnel 
and Administration 


ATTACH ENTS: None 


DISTRIBUTION: A 
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‘st joan ae No, 64 


Offat Memorandum } 


TO. Deputy Brecutive 


tee ‘Acting Management Officer — 


| SUBJECT: Fair Employment Practices 


a eee aes ile The Personnel Officer and the CIA Fair aplewaein Officer 


8TATINTL dicated they feel that CIA Administrative Instruction Noe | 
ere oe Grievances and Complaints, dated 27 October 1948, adequate- 


; : Pa 9 ers the provisions of Executive Order No. 9930 as interpret- 
a oan ed in the Us S. Federal Register, 7 April 19496 


ce 8 2. I have scrutinized the article in the Federal Register and 
@ asaperee it with the current relayént Administrative Instruction. 


: 8. Recommend that Administrative. Instruction | [act be = STATINTL 
wee : - changed at this time. ) aaaage 4 
| eee remem 7 | | | | . 


STATINTL 


ara ee en eee 


den 
RE og een AH HEE He NO Oe EA = 


__ LSS mercer eter geen quer pneart reer: 
rae. 2 : eres * ae 
Bo oan 8 ae Lee : 


fee eens a tine tan am mnihiee MEe Per ingne Ra AER eNO RITA NESE etree NRT ate tPA 
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CENTRAL INTELLIGENCE AGENCY 
OFFICIAL ROUTING SLIP 


SECRET 


ila LY J inrorwation Fd ilgaruRE. 
[action [] brrect repy [J] return 


CT owment 
| - Cl preparation oF repLy 1 ——] pi spatcy 
Concurrence Ee RECOMMENDATION. = [lite 


STATINTL - 


STATINTL - 


pb. ' FORM NO, 
SEP 1947 30°4 


is F 
DADO een tte cee. 


| Admin. Instr.|___] is Grievances | ; 
and Complaints, dated October 27, 1948. 
, O/S.R 


‘lledia tf Bog 
hook P s7fs: 


STATINTL 


~ STATINTL 


a ce in 
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FEDERAL REGISTER 
‘Thursday, April 7, 1949 


Chapter IV -- Fair Snploynent Board 
420.1 Introduction. The President, in his Executive Order 9960, calls 
for more effective application of the long-established policy of employment 
in the Federal service on the basis of ert t and fitness alone without regard — 


to race, color, religion or national origin. 


Paramount responsibility for-the execution of this policy is placed 


equarely upon department heads and subordinate administrative officials. 


Fair Employment Board must act on indi vidual appeals from departmental 
decisions in cases where discrimination is alleged. It has the duty of ade 
viging the departments on fair employment problems and policies. It is 


- required to coordinate the fair employment policies and procedures of the 


several departments. In consultation with the Civil Service Commission it 
is to set ‘up rules and regulations necessary to carry out its duties and 
responsibilities. 


By setting out special assignments off duties and outlining the frane~ 


~ work of procedure, the order makes a clear distinction between cases in a 


which discrimination is alleged and the common run of grievances arising in 
other phases — of personnel managenent. ; 


The Board has given first attention ‘to procedures for handling complaints. 


_ Its aim is to insure full ascertainment of ths facts as a basis for action 
5 


furtherance of good relationships between complainants and administrative. 
officers concerned by means of informal discussion and negotiations, easy 
access by complainants to officials specially designated to ¢cive attention 
to discriminatory acts, and adjus tnent of co: plaints without “unreasonable 
delay. . 


There are wie variations among departments, in structure, adninis trative 


_ practices and geographical spread. Therefore, it is not believed necessary or 


desirable that all departments be required to operate under regulations identi- 
cal in every respect. ‘here are certain procedures however which should be 
uniform throughout tha service. The Board has consuléed with the fair employ- 


ment officers and personnel officers of tha: departments and with the Civil 


Service Commission and has prepared a. statement of the provisions, with certain 
alternatives, which it believes should he. Arcorporated into the regulations 

of each departaent. It is the view of the Board that these provisions 
represent the minimum required to achieve that degree of uniformity whieh is 
essential to effective administration. 


The objectives of the order camnot be reached by ti o7 Gineltenet sc 
plaints alone. There is need for a positive progam to remove the causes of 
complaints. oy Cate | a . 


Acting together, the departments , the Commission and the Board can 


achieve the objectives of the President's progran. Through joint effort 


equality of economic opportunity in the.Federal service can be more fully. 
realized. As the concept of fair pley becomes more dominant in the con- 
sciousness of officers and erences alike it will exert an impelling 
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influence upon attitudes and actions. Within the Federal Govermuent one of 
the basic ideals to which the nation proudly lays claim will be more con- 
- Clusively demonstrated in practice. © = | a 


- The Board expects to consult further with the departments in seeking 
out the reasons. for deviations from the established nondiscrimination policy, 
in exploring the problems involved and ths successful eyerience in dealing 
with these situations, and in developing a continuing positive program of 
remedial action. . 
110.2 Coverage. (a) Executive Order 9980 and this part apply to all 
departments and agencies in the executive branch of the Fedaral Government. 


(0) The renedies provided under Executive Order 9980 and this part 


shall be available to citizens of, and rersons who owe allegiance to the 
United States who are employed by, or are applicants for @uployment in the — 
executive branch of the Federal Sovernment. : 
410.3. Explanation of terms ~- (a) Department. Any department or_ 
agency of the. executive branch of the Federal. Government, including the 
Civil Service Commission. — ; 


(b) Ruployee. An individual appointed by a Federal officer, and who 
is engaged in the performance of Federal. functions in the executive branch 
of the Federal Government under authority of an act of Congress or an Exec- 


_ utive order, and sho, in the performance of such duties, is supervised and - 


directed by « Federal officer. 


(ce) Applicant. A person failing of appointment in the executive branch 
of the Federal Government who alleges a grievance relating to discrimination. 


(d) Discrimination. An unfavorable personnel action affecting an 
employee or applicant based on race, color, religion or national origin and 
not on merit and fitness. Preference in appointment and difference in con- 
ditions of employment, such as pay, leave, hours of work, etc., based upon 
law or upon regulations: under au thority of law do not constitute discrimina- 
tion within the meaning of Executive Order 9980. = ? | 


($) Personnel action, Any action taken.within a department which 
affects the equality of economic Opportunity of an employee or applicant. | 


The term "personnel action" shall include failure to act. 

. (f) Complete file. All letters, notices, memoranda, reports » trans. 
cripts, affidavits or supporting documents in comection with the initiation, 
investigation, hearing, decision. and closing of a case or Casese kg” 


~ (g) Deputy Fair Employment Officer, The term “Deputy Fair Employment 
Officer" shall include committees and boards. 2 Ri ie 


hagas 
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410.4 Fair Enployment Officer. ‘the head of each department shall 
appoint a Fair Emplogment Officer who shall have full operating responsi= 
bility under the immediate supervision of the head of the department for 
carrying out the fair eyployment poli Cles stated in Executive Order 99806 
There shall be appointed, as n ary and desirable, at central or local 
levels of the department, Teputy Fair Employment Offfcers who shall nave 
the responsibility tor carrying out the fair employment policies in thair 

respective offices. The name and official address of the Fair Employment. 
_ STATINTEL Officer of each department shall be made known to all employees of the — 
| “ department. The name and official address of each Deputy Fair Employment 
Officer shall be mads known’ to the employees of the respective field 
offices. . a 7 


Comment: It is the view of the board that the best interests of the afc" 
fair employment program would be served by the appointment of a permanent L. R” 
Deputy Fair Enployment Officer at each field establishment of substantial : 
size to handle complaints and also to assist the Bair Employment Officer 
to carry out his other responsibilities under the order. 


110.5 Instructions for handling complaints and appeals--(a) Initiation 
of complaint. (1) Procedures under Exec" *'-9 Order No. 9980 shall apply 
_ and be available only to an employee or to a person failing of appointment . 
who alleges that a personnel. action, as defined herein, which affects hin 
has been taken because of race, color, religion or national origins 


(2) The complaint must be made within thirty days of the date. the 
| 4 _ complainant learns of the alleged discrimination and net later than six 
; ae months from the date of the personnel auction complained of, unless failure 
os to submit the complaint within these time limits wus due to unusual circum 
stances beyond the control of the comm lainant. : 


: (3) It shall be Optional with a departuent to reguire an euployee to 
; _ ~ | initiate his complaint Gy either with the first-line Supervisor or the 
Pa st | “supervisor next higher in authority, (ii) either with the first-line super. 
: Visor or the Deputy Fair Employment Officer, or (iii) with the Deputy Fakr 
Employment Officer. Complaints initiated with a supervisor may be oral or 
in writing. Those initiated with a Deputy Fair Employment Officer must be 
in writing. #f bedi ths paty Fass tas, $3 
rewrte if no propriate Deputy Fair Employment Officer has been 
appointed then the Fair Employment Officer may be substituted under subs 
divisions (ii) and (441) of this subparagraph. | “ , 


(4) It shall be optional with an applicant to file a complaint in 
writing, either with the head of the local office, with the Deputy Fair 
Employment Officer, or with the Fair Employment Officer of the depar tment. 
If the complaint is filed with the head of the local office and he is supe xLor 
to the Deputy Fair Employment Officer, or if itis filed with th Tair | 
Euployment Officer of the department, it may be referred to the appropriate 
deputy for handling as an initial complaint. In all other respects com= 
_ plaints of applicants will ‘be handled in the same manner as complaints of 
employees. . = 
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(5) All written complaints or appeals must be cdgned by the a; gerieved 
employee or usplicant. Any initial written complaint or appeal must include 
information regarding the specific personnel action complained of, the 
approximate date thereof, reasons in support of the allegation of discrimi- 
nation, and.a statement as be when the appellant first learned uf the dis- 
crimination. . . 


Comment: It is the view of the Yoard that where not inconsistent with 
administrative practices, an employee should first discuss a complaint with — 
the first-lina supervisor or the supervisor next higher in authority. Good 
relations between the supervisor and the employee will thus be furthered. | 
Many inciplent complaints can be eliminated by giving valid reasons for an 
action that is being brought into question. Shere error has crept in, the _ 
supervisor will have opportunity to correct it on his own motion. further. 
more, with responsibility upon the sunervisor for initial action on the com 


plaint the problems involved will be more forcefully impressed upon hime 


(bo) Action on a complaint by the sunerviser. (1) If complaint is made 
to a supervisor, immediate steps shall be taken to effect such adjustment as 
is warranted by the facts. If the complaint cainot be satisfactorily and 


promptly adjusted, the complainait shall be advised in writins that he may 


file an appeal within ten deys with theDeputy lair Employment Jificer, In_ 
addition, hes shall be advised that if he appeals to the Deputy Feir inmwloy~ 
ment Officer, he shall furnish a copy of the letter of appeal to the super-— 
visor to whom he presented his original complaint. Un receipt of a w ay of 
the appeal, the supervisor concerned snall forward to the Deputy Fair nmloy- 


ment Officer the comple te file in the case ‘through the channels prescribed by 
the department. . 


If the department prescribes that the file in the case be routed through | 
an ascending chain of administrative authority, the administrative officer at 
any intermediate level may make an adjustment of the case satisfactory to the | 
complainant. In such case, he should report the action taken to the Deputy 

Fair Employment Officer to whom the appeal is addressed and advise the 
subordinate administrative officers concerned. If no adjustment is made the 


file shall automatically be forwarded through the prescribed channels, each 


officer making whatever comment thereon he desires, with no further action... 


_ Fequired upon the part of the complainant. 


(c) Action on a complaint (or appeal ) by the Deputy Fair Employment. 
Officere-(1) Investigation and adjustment by informal negotiation. The 
Deputy Fair imployment Officer shall promptly make or cause to be mada such 
investigation as is necessary to ascertain the facts at issue on. the con- 
plaint. He should endeavor through informal negotiation to effect a satis- 


_ factory settlement of the complaint and, if necessary, shall take or cause to. 


be taken corrective action. All interested parties shall be advised of the 


_ settlement of the complaint and any corrective action which may be taken, 


(2) Failure of adjustment by informal . negotiation. — In the event the 
Deputy Fair Anployment Officer is not able to effect a satisfactory settlement 


Of the complaint by infomal negotiation, he shall furnish the complainant - 
- with a statement of the pertinent facts disclosed by the investigation of the . 


ae 
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complaint and shall afford him an opportunity to reply thereto in writing or 
personally, by authorized representative or accompanied by such representa~ 
tivee The complainant shall be permitted to present by witness or otherwise 
‘any pertinent facts not disclosed by the investigation. Where practicable , a 
a transcript of testimony shall be made. If a verbatim transcript is not <2 
possible, a full summary of the oral. testimony shall be made by the Deputy Fair . 
Employment Officer. The summary may be agreed to and signed by the complains 
ant and the Depaty Fair Employment Officer, or if the complainant does mt 
. agree with the summary, he may note and sign his exceptions which will become 
| 7 . & part of the summary. Any transcript or summary shall be available for 
| . inspection by the complainant or his authorized representative and by 
- interested agency officials. . e . 7 


| . (3) Decision. On all th material facts disclosed by the investigation — 
and the hearing, if held, the Deputy Fair Employment Officer shall make a 
decision or make a recommendation to appropriate authority. If the decision 
on the complaint ib favorable to the complainant, the responsible official 
shall so notify him in writing and shall take or cause to be taken such 
corrective and disciplinary action as appears warranted by the facts in the 
case. In the event of an unfavorable decision, the complainant shall be 
i = advised in writing of the decision and the reasons therefor and of his right 
; a _ to appeal to the Fair Employment Officer or the head of thedepar tment as the 
- department may prescribe, within ten days (twenty days if outside the con- 
tinental United States) from date of receipt of the unfavorable decision. 
Officials directly concerned should also be advised of any decision made. 


(8) Appeal to the Fair Smployment Officer. (1) The complainant shall 
ba. advised that if he appeals to the Fair Smoloyment Officer of thedepart~ 
ment he shall furnish a copy of the letter of appeal to the Deputy Fair 
Employment Officer who handled his casa. be 


(2) On receipt of a copy of the appeal the Deputy Fair: Baployment 
a4 Officer shall forward to the Fair Enployment Officer of the department the 
i _ Complete file in the case through the channels prescribed by the department. | 


If the department prescribes that the file be routed through an ascending 
chain of administrative authority, the administrative officer at any intere 
mediate level may make an adjustment of the case satisfactory to thecomplaine 
ant. In such case, he should report the action taken to the Fair Employment 
Officer and advise the subordinate administrative officers concerned. If no 

adjustment. is made the file shall automatically be forwarded through the 
prescribed channels, each officer making whatever comment thereon he desires, 


_ with no further action required unon the part of the complainant. 


i _ (3) After reviewing the complete file in the case, the Fair Enployment 
Officer shall make further investigation if necessary and shall, through ine 
formal negotiation attempt a solution satisfactory to all interested parties, | 

= (Gs shall be granted the privilege of appearing personally or by an author+ 


ized representative, or accompanied by such representative, before the Fair 
‘Employment Officer. If a satisfactory solution cannot be accomplished by the 
‘foregoing means, the Fair Enployment Officer shall either make a decision or 
_ make a recommendation to the head of the department based upon the material 

i evidence in the file. If he makes a decision he shall notify the interested _ 
parties in writing of the decision reached and the reasons therefor. 


aad 
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(4) If the Fair Employment Officer makes a deciton favorable to the ul ar 
ed appellant, he shall, in consultation with or on the basis of dele gated. | a 
= 1 authority from, the head of the department, take such corrective an Ze Ss 
50 “oiplinary action as the facts warrant.e . — 


(5) If the decision of the Fair hep loymsnt Officer is unfavorable to 
the appellant, the Fair Employment Officer shall notify him in writing of 
his right to apseal to the head of the department within ten days ( twenty 

days if outside the continental United States) from the date of receipt of 


the. decision. 


Ce) Appeal. to the Head of the department. (1) In the event that a 
a recommendation is made by the Fair Emo Loyme nt Officer to the head of the 
: a2 department, or an appeal is taken from a decision of the Fair Employment 
f Officer, the head of the department shall make a cecigion upon the facts of 
the case and notify the interested parties in writing of such decisions 


(2) If. the. decision is favorable to the appellant, ‘the head of the 
department shall take, orcause to be taken, such corrective and disciXolinary 
action as appears warranted. | 


aa . (3) If the decision is unfavorable to the appellant, the head of the 

a department shall advise the appellant in writing, in duplicate » of thede- 

2 cision and of his right to appeal to the Pair Fnploymont { Board of the Civil 

Service Commission within ten days from the date of receipt of the decision, 
or within twenty days if he resides outside of the continental United States. — 
In addition, he should be advised that if he appeals to the Fair poptomeny: 
Board, a copy of the adverse decision should accompany his appeal. 


: 410.6 General provisions. (a) The head of each department shall 
prescribe procedures consistent with Executive Order No. 9980 and this pert. 
for the prompt handling of: complaints and appeals which are made under that 
-ordare 


| (b) All officers and StoneGe: of tis ee who occupy supervisory 
) positions shall be instructed as to the meaning, — and wegen of 
Executive Order Noe 9980. | 


(ce). The department's regulations and procedures for handling complaints 
and appeals shall be brought to the attention of all officers and employees 
of the department and shall be made available to gplicants who lodge a come 
plaint within the purview of fixecutive Order No. 9980. | m 


(ad) Amendments in regulations and changes in procedures iesonine cho? 4? 
effective while an appeal is baing processed may be applied to such appeal at xe 
whatever stage it has then reached, provided that the appellmt shall not ow 
be deprived cf any substantive right or resource to which he would have been quy 
ye entitled under the regulations and procedures in effect at the time his — 
ee complaint wes initlateds 


~6- 
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fe) If no appr pri ate Deputy Fair Employment Officer hag been appointed 
the Fair Smployment Officer shall be designated to receive appeals under 
410.5.(b) (1). : . : 


. If a complaint or appeal is filed initially with the Fair Employment 
Officer of the department, no appropriate Leputy Fair Employment Officer 
. having been appointed, the Fair Baployment Officer shall proceed directly or 
_ through designated representative to process the case in the manner prescribed 
for thes Deputy Fair Employment Jfficer in 10.5 (c) (1) and (2) and such 
parts of 110.5 (c) (3) and (d) as are nertinent. : 7 


_ (f) If a complaint of discrimination because of race y color, religion 
_/ ov national origin is denied on the ground that the action complained of is 
/ not a personnel action as defined herein, the complainant shall be advised 

. PS that he may appeal this detemination through the same channels as. are 
/ \’ prescribed under 410.5. If, on appeal, it is determined that the action — 

ae ae complained of is a personnel action as defined herein, the case may be . 
| remanded to the proper officers for further investigation or action on the 

Re ; issue of discrimination. 


lations thereunder shall be supplemental to those movided by existing 
z \ statutes, Executive orders and regulations, such as appeals to the Civil 
a ‘Service Commission under section 1) of the Veterans' Preference ‘ict of 19h 
or the reduction in force repulations, etce * 


| y (¢) The means of relief provided by Executive Order 9980 or any regue ye j 
nee 


f 


410.7 Records and Reports. Upon request the departments shall. furnish 
to the Board all information needed for the review of personnel actions or - 
for the compilation of reports. ‘the complete file in each case or cases - 
under Rxecutive Order 9980 shall be maintained intact in each department at 
deast until such time as all appeal rights have been exhausted and, upon 
request, shall be promptly forwarded to the Fair fmployment Board of e 
Civil Service .Conmission. oP 


‘Effective on March 2h, 199 


FAT EMPLOYMENT BOARL, . 
oe ad UNITED STATES CIVILSERVISE COMMISSION, 
Ro Ladell ©, Lawhorn, | 2 
: a Exscutive Secretary 
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BO RE ee ed | 3 CENTRAL INTELLIGENCE AGENCY 9. sent e a 
2 . : _ Washington 25, D.C. Z ~~ .é | 
: “27 October 1948 5 Poe 
, | bt _ eR STATINTL  ¢ 
3 ADMINISTRATIVE INSTRUGL Q s . | 4 
: NUMBER ~.: BORE Ges A = ols 4 
7 oe Fo- 2S \ STATINTL 3 
i: a SUBJECT: - GRIEVANCES AND COMPLAINTS ~ aie ty _ a 
.+ (This rescinds Administrative Instructiod ‘dated - : 
| | 23 April 1947) | a 
= REFERENCES: Executive Order No. 9830, deted 24 February 1947( Grievances): 4 
B Bool : Executive Order Nee $980, dated 26 July 1948 (Fair Employment 7 
i Practices). : 
1. POLIGY 
Be ieeteand Directors, Start Chiefs and other Bip eNeee in euners : 
visory capacities will, in the administration of ‘their.offices, insure | : 
| optimum working conditions and relationships for personnel under uneis ; 
ot Super yistens Y 
a b, All recommendations. for personnel actions will be peedas solely 
Zz on merit -and.fitness of. an employee: and in making such recormendations . 
i there will be no discrimination Beebuse of RACE», color, ° religion, or 
national origin, 
be ¢. It is recognized that dissatisfaction on the part of employees : 
i may arise in connection with working conditions and relationships, ors : 
status of employment, It-is recognized further that: applicents for. ~ 
| positions.in CIA may feel that their. failure to be appointed in the : 
eae ‘Agency is based on discrimination. This instruction provides a standard. 3 
procedure for seeking adjustment of personal complaints and grievances - 4 
fe . without, Peetreday, interference, coereion or reprisal, . a ass i : 
{ ee “A 
| a Qe APPLICATION ON OF GRIEVA CS _ PROCEDURE 4 
Nee a an employee nay Bppest under this procedure when: i 
oe Fe (1) ‘He’ is dissatisfied with aspects of his joritine: condi tions 4 
he and: relationships: which are: outside: his control, , 
: Oy He has completed his trial or probationary period and . 
is ne separated for undee, Pee ers evsce ae 3 
‘ ; a (3): ee ris. terminated for. cause, such as. delinquency or mis- = a 
Cy . conduct. ee go Ss ie es ae d 
oe (4) He. clains he was discriminated against in a personnel ay 
f action because oe race, color, religion or national origin, (Executive a 
i 3 
fh BME eel beara a es eerste se anataae pecinnetetaautt eatin etna inmate sain sasitaninemametnneent testis ne ene ish ER asa ise Gai asa datas ea eet ep a ae tre en ae Avil Be oe 2 iB 
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ad 


Order No. 9980, dated 26 July 1948) Pe es ae : 
b. An applicant for a position in CIA may anpeal under this : | 
_ procedure when he alleges that his failure to be appointed in the Agency 


is based solely on discrimination, .” 
. : 8 


c. An employee may not use this procedure: . 


(1) To delay the anplication of adverse decisions in’ cases 

involving efficienev ratings, veterens! preference, reduction in 
force appeals, and décisions on the classification of positions, 
Separate appeal procedures are provided in the ©. S.-C. Rules and 


Regulations on such matters. 
(2) In connection with separations made by the Director under 


authority of “ection 102 of the Natio al Security act of 1947. (See. ees 
Administrative Instruction rd . . 


. (3) In connection with the adjudice Lon of loyalty cases, 
(See Administrative Instruction a ; . 


tw 


STATINTL 


3. GRIEVANCE PROCEDURE 


..  @ fn employee should first present to his immediate supervisor, 

orally or in writing, any question, grievance, complaint, misunder- is] 
standing or similar difficulty. The supervisor Will allow.the employee 7 
to state his case fully and if necessary to present witnesses. The. 

Supervisor will promptly investigate the situation and Within five work- — 


ing days notify the employee of his decision or action, 


b. If the employee is not satisfied with the decision or action of 
the supervisor he may appeal. in writing to the Branch Chief.. A copy of 
the written appeal will be forwarded by the Branch Chi-f to the Chief, . 
Personnel Branch, 4&M (Personnel Officer after’ 30 November 1948). The 
Branch Chief will give the employee full opportwmiity to explain his 
problem personally, notify the emplovee in Writing within five working 
days of his decision or action-taken, and furnish a copy with a complete | 

written case record to the Chief, Personnel Branch, , : 


¢. (1) If the case is still not settled to the satisfaction of the 
~Mployee he may recuest a hearing before an impartial Advisory Appeal 


Board to be constituted from among. CIA employees as indicated below: 


(a) One member named ly the ‘employce making the appeal, 
(b) One member named by the Assistant Director or Staff Chief 
- concerned, | a = . a / 
(c) One. member selected’ by the two members named above, 
_(d) The Chief, Personnel Branch will be non-voting Chairman 
and advisor. In case the first two members named cannot agree 


the employee who submitted the appeal is assigned, 


‘Within three working days on the third. member, the Chairmen ry “ 
will select such member from eny office other than thst to which Fae, 


-2- 


224.00728R0004000400 
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(2) The request for hearing will include the neme of the 
board member desired by the employee and be forwarded to the 
Assistant Dircetor. or Staff Chicf -concerned through the Branch 
Chief and the Chief, Personne]. Eranch who will attech the case 
-récords, : : 


(3) Within two working days after receipt of ¢aso records 
the Assistant Director or Staff Chief will forward the csse, with . 
his recommendation for a board member, to the Chairman of the Board... 
(4), The chairmen will convéné the bosrd and begin the hearings 
Within 10 working days after receipt of the case from the Assistant 
Director or Staff Chief. The employee making the appes] may be 
accompanied to hearings ‘by not more then two representatives of his 
own choice. He will inform the chairman of the names of such repre— 
sentatives prior te the: time of the hearings, - tm 


et 

i 

| (5). . Upon completion of the hearings a written report and the 
recommendations of the majority of the membors of the board. certified 
. by the Chairman will be forwarded to the Assistant Director or Staff 
Chief concerned, - The assistant Director or Staff Chief Will then, 
Within five working days, make his decision, inform the employee in 
writing,and return all cese ricords with a copy of his decision to. 

a the Chicf, Personnel Branch, : 


. a1 ; Z 

| - (6) Except in casés involving alleged discrimination due to 

- race, color, religion or national origin, the employee, if he is 

| i Still dissatisfied, may submit a written. appeal to the Director, 

| es through the Chief, Personnel Branch, who will attach all case records, 

The Director will make his decision either besed on a review of the a 

case records or by hearing the employee in person if deemed necessary, 

i If a hearing is held the employee may have representation if he so 

. . - desires. The Director will inform the employee in, writing of his 

Tae . decision, which will be final, All case records will be returned. to 

Le oa the Personnel Branch for file. e lags 

| 


fd. (1). The Executive for A&l (Deputy Executive for Administration | 
after 30 November 1948) is designated ag. CTA Fair Employment Officer 
under the provision of Executive Order No, 9980. 


4 (2) . Appeals of decisions of Assistant Directors and. Steff Chiefs, 
i in. cases involving alleged discrimination due to race, color, religion 
or nationsl origin wili -be made-to the Fair Employment. Officer. instead 
i: ‘of .the. Director,. 2 : ie 7 
' P VIPECUOLs 
i “€3) Complaints involving discrimination in connection with person= 
i 


nel actions must be submitted not later than 30 calendar davs after the 
-complainsnt learns of the alleged discrimination, - - 


i (i (4) The Fair Employment Officer will, within: 10 working days, 

i ; : either teke pirsonally, or recomrend to the Director, any corrective or 

i disciplinary action considered necessary in causes involving actual. - 

eo discrimination through either action ‘or failure to act. 

a a ie 

ee : 
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(5) The findings or actions of the Fair Employment Officer 
, may be appealed. to the Director, 


t : (6) Decisions of the Director in cases Anvedsine alleged 

‘a .  diserimination due ‘to race, color, religion or national origin which 

. do not satisfy the employce making the appeal -may be appealed to the 
Fair cee tomens Board. in the Civil Service Commission. 


eae (7) The provisions of this Pane "d" provide en interim 

. ' means for: implementing Executive Order No. 9980 and are subject to 
change to bring them into accord with any regulations in conflict . 
or elaboration which may later be issued by the Civil tervice Soniidei on: 


eye AL required action in connection with a: lege erievances will be 
carried out during normal working hours and regular working days. 


fi. ‘The’ Personnel Relations Division, Perscnnel Branch, anay be consulted 
at any. time relative to any erievance or complaint. 


4. &. Employees making appeals will be notified in writing of any delays 
i in mende rte decisions. 


j lee a b, Employees will be allowed 10 working dex ys to make appeals from . 
: decisions at each’ level. | is 


. C. ‘Where an appeol is made to the Director, the complainant and other 
a officers or employees involved in the comovlaint will be efforded.an opportuni- 
aa ty.” to appear personally before the Director or & person designated by him. 
En The complainant, if a so desires, mary pave a representative of his own 
; choos ene 


ey EXPENSE AND. TRAVEL 


: Travel or any - other expenses ‘which the employee, is representative or. 
witnesses might incur in connection with attendence at hearings granted at 
the employee's request, will not he borne by CIA, Annual leave, leeve with- 
out pay, or a combination of both wils be granted fOr actual aeenvel time by 
a any CIA employee involved, . x oy. 


6. EMPLOYER UNIONS ca Js 


CIA employees — the. right to join or to refrain from joining any 
organizations | or associations of employees, | the policies-of whith are not in 
conflict ‘with their ‘oath of office or appointment: affidavits, In exercising 

this right they will be free from any and all restraint, interference. and 
ee on the part of, pemn in tee tive and BuperViBOry. perso 
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Te NAVIONAL SECURITY COUNCIL 


With the concurrence of the Executive Secretary of the National 
Security Council, the CIA Fair Employment Officer will also act upon 
any grievances which may arise among personnel of his office.» In such 


cases, the Huecutive Secretary of the National Security Council will 
take the action prescribed herein for the Director of Central. Intelli- 


gence « 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE : 


Wxecutive for 
Administration and Management 


DISTRIBUTION: ALL CIA ENPLOYETS 


ie 2 5a . : a . vo4# 
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CENTRAL INTELLIGENCE AGENCY Beye 


Washington, D.C, << ff STATINTL 


SUBJECT: . Grievances and Complaints | . STATINTL 
RESCISSIONSs Administrative Instruction No. ted 27 Oct. 1948 | 
nonnative paeeruetion Hee , dated 16 Nov. 1948 | 
ae Scope | 


‘This Instruction provides the policies and procedures for 


employees secking adjustment of personal. complaints or. grievances, 


26e Application of: Grievance Procedure. 
a. An employee may appeal under this procedure when: — | 
(2) | He is dissatisfied with aspects of his working conditions 
and ‘relationships which are outside bites control. 
(2) He has: completed his. trial or probationary period and 
| is being Seperated for unsatisfactory service, 
(3) He is terminated for cause, such as delinquency or 
misconduct. - | 
(4) He clains he was “discriminated azedast in a ‘personnel 
action because of rece, color, | religion or national origin, 
be An applicant for a position agin CIA may appeal under this 
procedure when he alleges’ that his failure to. be appointed in ‘the 
_ Agency is based eonely. on discrimination, | | 
"Ceo An employee may not use this procedures | 
(1) To delay the application of adverse decisions din cases 


Anvotving efficienoy petites ; veterans! preference, » reduetion 


B, 
b: 
L 
iJ f 
ai 
4 
p ae 


“employes he may request a hearing before an Aupartial gia Appeal 
| Board, | 
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in force appeals, and decisions on the classification of position. . : 


Separate appeal procedures are prewided an the C. S. C, Rules 
and Regulations on. such matters. . © | ‘ 4 


(2) © ‘In connection with separations made by the ‘Digestor under 


authority of Section 102 of the Natdonal Security Act of 1947. 


(Administrative eae Cd 


(3) In connection with the adjudication of loyalty cases. 


(Administrative a 


3. Grievance: Procedure 


STATINTL 


STATINTL 


Be An employee first should present to his inmediate supervisor, 
orally or in writing, any question, grievance ’ complaint » misunder-— 


standing or ‘similer difficulty. The supervisor will allow the 


employee to state his case fully and if necessary to present witnesses. 
The supervisor will promptly investigate the situation and within five 
working days notify the employee of his decision or action. 

b. If the employee is not satisfied with the decision | or action 
of the supervisor he may appeal in writing to his Division Chief, 
A copy of ‘the appeal will be forwarded by the Division Chief to the 
Chief, Personnel Division, The Division Chief will gis the employee 
full opportunity ‘0 explain his problem personally, notify the employee 


2 in writing within five working days of his decision or action taken, 
and furnish a copy wate a complete written case record to the chiet, 


Personnel Division. 


o If the case is still not settled to the satisfaction of the es a 


on 7 
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ae . | = (2). The Board will be constituted from among CIA employees. 


; as follows: : 
(a) One menber named by the employee making the appeal. | : 
: (b) One member named by the Assistant Director or Staff 2 4 
: . Chief concerned. . | | | 
(c) One member selected by, the ee members named above. _ : > : 
. Chas Capleyees Divrarony a 
' , (a) The Chief. Personne Division, will be non-voting 

che et Cine, in ease the first two members named 

: ¢@ ‘ a: on the third member within three working days ‘ 

the chairman will select a nenber from any office other than 

i that to which the employee vho submitted the appeal is oe 

(2) The request. for hearing will include the name of the board 

; member desired by the employee and be forverded to the Assistant 

f Director or Staff Chief concerned through the Division Chief and 

: the Chief, Personnel Division, ho will attach the case records, 

: (3) Within two working days after receipt of case records 

: the Assistant Director or Steff Chief will forward the records 
. and his recommendation for a board member to the chairman of the 

( 


_ board, | 
(4) The chairman will convene the board ‘and begin the hearings 


within 10 working days after receipt of the case ‘from the Assistant | 
Director or Stare Chief. ces employee making the appeal may be . 


‘ 

ne 

L . , accompanied to hearings by nee more than two representatives of a ; 
| his. own choice. | He will inform the chairman of the names of such. : 
: . representatives prior to the time of the hearings, : 
a r - as ' Yd L 
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f r | | | (5) Upon completion of the hearings a written report and the 

a | | reconmendatdons of the majority of the members of the board certified 

by the chairman will be forwarded to the Aaetpeant Director or Staff 
Chief . concerned, The Assistant Director or Staff Chief will then, . 
within five working days, make his decision, inform the employee . | 
ag writing, and return all ease records with a. “copy of his decision _ | 

to the Chief, Personnel Division. | 

j (6) Except in ceses involving alleged discrimination due to 

| TaCe, color, religion or national origin the employee , if he is 

| | fr : | | still diesatiafied, may submit a written appeal to the Director, 

a | | enone the Chief, Personnel Division, who wi attach all case 

1 | % - records, The Director wil. make his decision either based on a review 

| : of the case records or by hearing the employee ‘in person if deemed 

| : | | necessary. If a hearing is held, the employee may have representa~ 

: tion if he so desires, The Director will inform the employee in 

3 writing of his decision which will be final. an case records will 

: . be returned. to the Personnel Division for file, 

: m4 | a. All required action in connection with alleged  oulvanese will : 
| a be carried out during normal working hours and regular working days. 
| : e. the Personnel. Relations Branch, Personnel Division, may be 
i : : | a consulted at any time relative to any, grievance or ‘complaint, ' 
| £. Employees making appeals will be notified in writing of any 
) | a delays in rendering decisions, = | | 2% 
foe fe : | Employees will be alloved 10 working days to make eppeele “Hie eh 

x | from decisions at each level, — — 

7 h. Where an eppeal is made to the Director, the complainant and 

2 other officers or employees involved in. the complaint will be ‘afforded : 

oe 


A-RDP81-00728R0004000- 
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fz 
Pe oa | 
a y - an opportunity to appear personally before the Director or a 
aes person Ssaionnted by him. The complainant, if hee6 desires, 
: may ave a representative of his own choosingy, wsth= securrty / rmtations, : 
‘ 4e Fair Employment Procedure _ | | | 
7 a Mr, gE, Re peunderes Budget otsicer, 1 is designated as 
CIA Fair Employment Officer under the provision of Executive a 
| Order Wo. 9980, | | 
| be Aposala of decisions of Assistant Directors and Staff | 
| 4 2 Chiefs, in cases involving alleged discrimination due to race, — 
| | a | color, religion or national origin will be made to the Fair | 
| | . Enployment Officer instead of the Director. 
| : 2 es Complaints involving discrimination in connection with 
fu - | personnel actions must be submitted not later than 30 calender — 
| days after the complainant learas of the alleged pice aay 
oe i 7 | dy The Fair Employment Officer within 10 vorking days. 
j ot either will take corrective or disciplinary action or ‘recor unend 
i to the Director action necessary in cases involving actual disorinin— 
. | ation through either action or Pallas to act. 
: | oe. “The findings or actions of the Fair faciscuaty Officer : 
: - ea Ee may be appealed to the Director, | 
: : oe - £, Decisions of the | Director in anee involving alleged : 
| hiss due to zack) color, religion or national origin | 
| | which do not satiety the employee naking the appeal may be | 
- appealed to the Fair Suploynent 1 Board in the Civil Service = | | 
; Commission, | : : 
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k “en OS 5. Expense and Travel 
| . | ‘Travel: or any. other. expense which the employee, ; his represen- 
tative or witnesses might tnour in connection with attendance at. 
hearings granted at the employee's request/ will not be borne. by 
| ork, “Amnual ‘leave, leave. with_dut pay, or a combination of both | 
will be granted for actual travel time by anlly CIA employee peoaveds: 
| bs Employee Unions * 
| CIA employees. have the right to join or to refrain fron 
_ Joining any organizations or associations of ‘employees » the policies 
of which are not in conflict with their oath of office or "appoint 
a affidavits. In exercising this right they. will be free from. 
any, all restraint, interference and coercion on ie Bee of adminis- 
trative and supervisory personnel, 
“% National Security Council 
With the concurrence of the Executive Secretary of the 
National Security Council the CIA Fair ‘Employment Officer will 
‘also’ act upon a grievances which may arise among pergonnel of his _ 
| office, In such ass the Executive Secretary of the National 
Seourity Council will. take the action prescribed herein for the 
| Director of Central Intelligence, 
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CONCURRENCES FOR: 


ADMINISTRATIVE el ara 


SUBJECT: Crievances and Complaints 


“« 


STATIN 


DATE 


“| PERSONNEL STAFE foe | 
- : . I do (not) concur . ; 


: | oie DATE_ 


BUDGET STAFF | . | 
: I do (not) concur — | . . 


ee cue capers BUH TTT 
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DATE 


ADMINISTRATIVE STAFF | : oo 
ae Re ‘do (not) concur . 


DATE 


: “| ; SPECIAL SUPPORT STAFF i ee . 2 
oe ae E i ' I do (not) concur a 
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| Office Memorandum a UNITED. STATES GOVERNMENT 


iw a 
: STANDARO FORM NO, Ae 1 


TO. : | chief, Adninistrative Staff . DATE; 14 December 1949 
FROM oe “Acting Chief, Personnel Division ve | | STATINTL 
SUBJECT: ‘Administrative Instruction[ | Revision 


STATINTL 


Z 1. In accordance wit i ructions, proposed revision of - 
Administrative Instruction has been reviewed. The following 


questions are noted for yo ations 


“Paragraph 2(b) Question the advisability of retaining this 
provision for the following reasons: 


Re Does CIA. have the same responsibility 
toward applicants as Government agencies . 
under the competitive system? 7 . | f 


be How, because of security reasons, could ; 
applicants ever become cognizant of such © 
a policy? 


Paragraph 2(c)(1) "Separate appeal procedures, etc", Is 
. CIA bound by Civil Service Commission 
rules and regulations on such matters? 


STATINTL 


STATINTL.- 
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STATINTL 


‘ ove 


TRL TRDELLIOENCE AGENCE 
ADMINISTRATIVE INS TS 
NO. 
SUBJECT: «Grievances and Complaints ~ _ < | STATINTL 


RESCISSIC ONS; Administrative Instruction Ko ted 27 det, 1948 
Administrative. Instruction Ho » Gated 16 Hove 1948 


~ STATINTL 


le Scope’ 
| This Instruction ppeviasd the policies and procedures for 
employees seoking ailjustwent of personal complaints or grievances, 
ae Application of Grievance Procedure - . 
a An wontoves may appeal under this procedure whens 
(1) He is dissatisfied with uepects of his working conditions 
-andg relationships which are outside his control. | | 
(2) He has Seaeisted his trial or probat tionary period and | 


‘4s being separated for meatisfactory service. 


(3) He is inne for cause, such as delinquency or 
minconducte | | 
(4) He clains he. was diseriminated anes ins personnel | 


| wy action because of Tass, color, religion or national. origins 

\ it - be An applicant for a position 4n CIA may appeal under this Z 
Ay } \ 

why ye AA procedure when he alleges that his feilure to be appointed in the 


es \t ‘Agency is. based. solely on. aincrininations 
woes 
AN \ Co in enployee DRY. not uso this procedures 


a) To delay the application of adverse decisions in canes: 


involving efficiency ratings, yoterss! preference, reduction 


e 
ei 
oe 
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in force appeals, and decisions on the classification of position. 
Bee appeal procedures ang. provided in the 6. 5. C, ules ? 
and Regulations on such matters. F 4 : a % | | 
(2) In connection with separations made. by the Director mder | 
authority af Section 102 of _the Hational Seourity Act of 1947. 


: # . | STATINTL 
_ (Administrative Instruction | | a . = 


(3) In connection with the adjuliestion of £ loyalty cases, 


| (Administra: bive Instruction rd 


3, Grievance Procedure 


STATINTL . 


&e fn employes first should present to his immediate supervisor, — 
orally or in writing, ery question, grievance, couplaint, migunder= 
stending or’ similar difficulty, ‘The supervisor will allow the 


employee to state his cass fully and if necessary to present witnesses. 


| The supervisor vill promptly investigate the situation and within five 
yor king days notify the employes of his deoision or action. 


be. Ef the omployee is not satisfied with the decision er action 
of the supervisor he may appeal an writing to his Division Chief. 
A copy af the appeal will be forvarded by the Divisicn Chief to the 
Chief, Personnel Division, The Division Chief will give the oxployee 


2 full opportunity to explain his problem personally, notify the employee 


in writing ncctaue five worlding days of his decision or action taken, 
and furnish a copy with a Soeiste written case feneea 40 the Chief, 
Personnel Division. . 

ce If the cage ‘ts still not settled te the satisfaction of the | 
employee he may requoat a hearing before an impartial Advisory bopeal 


Board. 


OG AUT Es erie hereon rine 
BIS OO See INCENSE ooo 


q 
( 
| 
H 
y 
i 


Be 
DPN eeS sec pets ties i ta of 


7 
“2 Boe eterarssecme creme ene 


beards. 
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(2) the Board wild. be constituted from among CIA employess 
as follows: akin [S: | 
(a) One menber sianad by the employee making 3 the appeal. 
(b) One maxber named by the Assistant Director er Staff 
‘Chief concerned, = | | 
| (c) Cne member gelented by the tyo members named above. 
(a) The Chief, Personnel. Division, will be non=voting . 
cheirnan and advisor. In case tho first tyo nenbers nared 
cannot agree on the third member within three working days, 
the chairman will select a member from any office other than 
thet to which the employee who subnitted the appeal is assigned, 
(2) The request for hearing will include the nane of the boaxd 


member desired ty the employee and bo forwarded to the Agsistent 
| Direetor or Staff Chief concerned through the Divisson Chief and 


' the Chief, Personnel Division, uho will attach the esse | records. 


(3) Within two working days after receipt of case records 
the Assiatont Tarector or Staff Chief will forward the records 
and his recomndation for @ board member to the chairman of the 


(4) ‘the chetrman will gonvene the board and begin the noarings . 


within 210 working days after receipt the case from the Assistant 


Director or Staff Chief, ‘The employee making the appeal nay be 
accompanied to hearings by not more than two Fepresentatives of 


~ his ow choice, He will inforn the chaiman of the names af such 
| ‘representatives prior to the tine ef the hearing. 
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(5) Thon coupletion af the hearings 8 written report ‘end the 
| recenendstLons of the majority of the members of the board certified 
| by the chaixmen will be ‘forvarded to the Assistant Director or Staff. 
Chiee concerned, The Assistant Director or Staff Chior will then, 
ulthin five vor icing days, make his dectoton, inform the employee — 
in wetting, and return all case records with a copy af his decision 
to the Chief, Personne] Division, : is 
(6) Except in cases involving alleged discrimination das to 
mage, color, religion or national origin the employee, if he fg 
- still dissatisfied, may subrit a a written appeal to the Director, 
through the Chier, Personnel Diviston, who wit attach all case 
revords, The Director will make hia decision either based on & reviaw 
of the ease records or by hearing the employee in. person 4f deemed | | 
. neceassry, if a hearing is held, the euployee ney have represontae 
tion if hs 80 desires, The Directer WLLL inform the employee in 
writing of hts decision whieh will he final, ADD case records will 
be returned to the Personnel Diviston for file, 
de AQT required action in, connection wit th alleged artevances will 


be carried out during normal working hours and regular working days. 


e the Personne! Relations Branch, Personnel Division, may be 
oe at any tine relative to any griovence or complaint, 
- Employees naling appealn will be notdfied in writing of any 


| dolays: 4n Tendering decisions, 


Ee Employees will be allowed 10 womcing days to make © eppente 
from decisions at each level, 


Re Where an appeal is nade to ‘the Director, | the omplatnant and: 


other officers or eployees involved in ‘the complaint will be afforded 


Re er mC ne natn ree ee se 
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a 7 ie an. opportunity to appear personally before the Director ore 
| | person designated by him. The complainant, sal he so desires, 
. = have & representative of his own choosing. | 
“he Pair Employment Procedure 
@ Mr E.R Saunders, Budget Officer, is designated aa 
ora Pair Rigployment Officer under the provision of Executive | 
7 Order Ho, 9980, 
Be ‘Appeals of decisions af Assistant Directors and Starr 
Chiefs, in cases involving alleged discrimination due to Pace, 
| color, religion Ou national origin will be ans to the Fair 
Be leynont Officer inatead of the Director, 
@. Complaints involving diserinination in comnection with . 
personnel actions mist be subeitted not later than 30 calendar 
. days after the complainant learns of the alleged discrimination, | 
a. the Fair Exployment. Officer within 10 working days 
either will teks correct tive or disciplinary action or recommend 
to the Director action necessary in. eases involving actual tsorintn~ 
ation ‘hrough either action or fatiure to act. | 
@. ‘the findings or actions of the Fair r Paploymont Officer 
‘Rey bo appoaied to the Director, | 
fs Decisions of the Director in cases involving alleged 
= / diecrinination due to. race, color, religion or national ofiigin 
 Whadeh do not satiatty the enployee making the. appeal miagy be 
4 Oh iss | Appealed to the Fair Aap loynent Board in the Civil Service 
. ; Domertneson. 
_— 
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Se ‘Expense and Travel 
Prev. or any other ‘expense which the empluyse, his represen~ 
tative or witnesses might dncer in connection with attendance at 


hearings granted at the enployeo''s request, will not be borne ty 


CIA, Annual leave, leave with gut. pay, or a combination. ‘of beth 


3 will be granted for actual travel tine by anfly CIA employee involved. 


6 Employee Unions 
GTA employees side the. right to join or to refrain from 


; joining any orgenizatlons or ans ociations of enployees, the policies | 


af which. are not in ec nfliot with their oath of office or appoint~ 


| nent effidevits. In exerelaing this right they will be free fron 
any all restraint, interference and coercion on the part of adminin~ 


trative and supervisory persomel, 


%. National Security Coumeil 


With the concurrence of the Executive Seorstary of the 


National Seourliy Counc] the CIA Fair Recreate Officer will 


also act Upon. any grievances ubioh may arise among personnel of hie 
office. In such cases the Executive Secrotary of the’ National 


Seourl ty Counc’? will take the action presonihed herein for the 


Director of Central Intelligence. | 
FOR THE DIRECIOR OF CENTRAL INTELLIGENCES aay) 
| | a 


aptein, Tl 
_ ‘Executive 


| -DISTRIBUTIONs ALL CIA EAPLOYSES — 
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1 . GORGURRENOES FOR: — 


ae 3 es ADMINISTHATIVE mst 


Pe.  SUBJECTs Crievangesg_and Complaints 


STATINTL 


mm /2°2A2-9¢ 


BUDGET STAFT — eas | DATE 


T do (not) concur a ; | | ae 


ANINISTRATIVE STAFF : DATE 


I do Gast) concur . F 


SPECIAL SUPPoAT STAR? | DATE, 


I do eat) conc. : 


ere ee 
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hte: | aa Mee Be etary Ge. | "2So3, tage 2 STATING 


ee Ot, | | nes - oars] hays0ne9 
ts : : : : : 


Be or ave oY om, 22 A, CHITRAL INTELLIGINOR ACMNCY 
| ja eo oe De Ge , 


| ; 2 - af: | 7. | fé sg STATINTL 
| — abHaSTRATTVE TRO TRUOTION | | 2 


ekg 1 ae SUBJECTS Grievances and Complaints 


| ae 5) 4 . RESCISSICRSs Sdninistrative Instrnetion lated 27 Cet. 1948 
ae . : Administrative ingtruction dated 16 Hov. 1948 


i . : de 00pe 


STATINTL | 


| : bs this Instruction provides the policies anid ‘procedures Lor 
= eaployees seaking atl justeent of personal eonplainty or HGUaereeeuy, 
Qe Appiieation of Grievance Prooodums 
a ® hao ne Be. employee may eppes). under: this procedure hens 
be a | (2) fie ie dinentisfied with aspaets of his working conditions 


and relationshins which are outside hie control. 


| (4) 


Be has completed :is trial or prepet tlonazy pertod and 


ie being seperated for unsaidsfaetory service, 


(3) He do torminated for causa, such ag 5 delinquency or 
misconduct. — 


iC 09 


th) He elaine ho wan dlserininated against in a personel 
: nation hecauze af Facey eolor, religion or national origins Ds 
toe we ‘by an applicant for a pondtion in CIA may appeel. under thes 
| | procedure when he alleges that his. faliure to be appointed in. Be 
2 5 Pe | Agmey Se bened solely on diserintnation, | 
= @ fn employee may not uae this procedures 
me>) Po delay the application of adverse decisions in canes ; 


_Amvclving oft Sofenoy ratings. votoranat preference, redubtion 


AAO re nay enerrentwn wim ot, 


Po dtorsentiaeng 
ieee 
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| 
in force appeal, and dectatons on the elsssifSeatdon af posit thon, | 

tiie. | : 7 3 Seperate. append roceduras 2 are provided 4n the Ce Be Ge Pales | 

hae and Regulations on such matters, 2S ae 

| {2) dn comneo tien with, separations ace by the Director under | 

| eathority of Section Le of the Rational Seourlty det of 947.6 


| a | ~ STATINTL 
 Cdninistrative Tao traetd SS . _— a 


(3) In eommection with the adinéleation af oval ty enpes. 


| : | (Administrative Ine trnat “|__| . | SINE: 


Be Grievance Prrvser terres 


te An employwe Leet showld present to Ris iemaddato supervisor, 


| | | | orally or in writing, any queattion, grievance, complaint, nigunder 

aX, etending or olndlar diffienlty. the mpervisor vill alloy the 

! gnployee to siate his cage Dually and if necessary te present WEENOSSOS.« 
. . Fhe supervdsor wil promptly investigate the odtuation and within five 
I | 


| working deve notify the enployes of hia deoieion or eetion, | 
be the cnpoyee dn nos mee Metted with the deetas fon er setion 
ef the supervisor ho ay appeal in writing to hie Divteton Chief. 
; . A. copy av the appeal wil be forvarded by the Divielon Cale? ta the 
‘| Ghitet, Persented Divieton Te Division Chief will give the copays 
. ate “fall opportunity to explain his problen perionaliy, notity. the Seplayao 
in writing within five working daya of his degiston or Ration Siken, 


| | and furnish 8 copy with a complete written case record ‘to the thie, . 
| "3 Pereonmel Division, - Me. g 


Oe if ‘the ease is sbll not aetitled to the entlefeation of the 
employes he ad roquent a pene toe before an impartial Aavinory Appeal 
Boards 


TF meee batt sthe : fo “RED Meee eos 
é 5 : a 
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f 
| ) (1) the Board vill be aonb buted from among CIA exployees 
| 8B follows 
(a). Oho manber named by tho senployes naling the enpenl. 
| | {k) One z paneer nemed by the Aasistant Director or & 
: Chief seaside | 
) | (e) Gna mosber sulected by the two mombers named 2bowee 
| ““(d) Phe Ghief, Personnel Division, will be ponevebing 
ghatrnan ond advinc', Tn wane the fivat twe sembers named we | 
: ooaned acres on tho share mane wht than three working days, | : 
a | $e : the ohadeeins will, seloot a macber from ny office other then 
| ee i a that to which the employes who submitted the appeal is ascignods 
(2) The woquert for hearing wil2 Includs the name of the board 
member’ desired Gy the employes and be forwarded to She: 4ssistant 
| | Direetor ex Staff Chief concerned through the Division Chie? and 
_ the Chief, Personnel Divieion, who will abtech the esse recordie | 
| - : | -{3) Udtbhin two weking days after receipt of cans records 
- : oa i the Aaviotont Direstor or Staff Chief will foruard the records | 
: and hia recommendation for @ board menber ta the chairman of the 
' «4 (4) The chaiizan will convene the board and begin the ae 
| thin 10 woatding dogs after receipt of the onse from the Adelatant 
oe Director or Staff Chief, The employee saking the appeal met = 
2 i “anoompanted to bearings by not more than two representatives of © : 
: | “hla own chodecs He vill infor the chatimm of the maxes St oust 
. representatives prior te the tine ci the ck 2 


ait as i suas 
pee A rere he inysseatai reas ist i SRG San ert Sues 
“ meade wa nee Hoa 
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other officers or employees involved in the complaint will bo afforded 
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(5) Upan completion of the hearings a written report and the | 
 Pe¢ommondations of the nafority of the members of the board cortified | 
by the chatmen vill be forvarded to the Assistant DMzector or Staff 
Chief concerned, The Assistant hres tor or Staff Chief will then, 
within five working Gaye, nuke his decinion, inform the employee. 
in writing, and return ol ena records with & com ad hin docivion 
te the hier » Personnel Diviadon, . 
(6) Freep’ din eeses involving alleged discrininst fon due to 
race y color, woligion or netional origin the omplosee, ag he is 
evil dissattatiod, may submit o written appeal to the Director, 
throws the Chiet’, ; Personnel Divicton, diss Will aftech all case — 
records, the Mivector wilt males his decision either besed on a review | 
of the cane receme or by heartne the omployee dn pergon if decned 
NOCUBSOTYs tf a hearing is held, the emploree may havo representom 
tfon ir he 86 desires, the Directer wlll inform the employee in 
writing of his dookfion itch will be final. A21 osne records will 
be returned to the Persounet Division for file. 


d. AlL required section in connection with alleged ericvences will 


be carried ont durdag normel working hours and vaguler working days. 


Ge The Personnel . Relations Sranch, Personnel Division, may be 
consulted ab any tine Relative to any griovonce or complaint. 2 
£. Employeos naling appenie will de notified in washing of pa | 


delays in rendering deotetons, yi = is 3 - 
Ge Expleyooa vill be allowed 20 working days to mak appeal 7 
from decisions at each level. rye 8 =. 


he Whore an appeal 4s made to the Directar, the Acinic and 
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ame aes cn opportunity to arent peronaliy tafore thn Director or a 
| person designated by him. ‘the complainant, af be so desires, 
may have & reprosentetive of his oun pheoetaee . 
he Pair Beploynont Procedure 
ae ‘Mire Ee Re Saunders, Hudget QMicer, io designated as 
GIA Paty fmploment Offieor wider the provision of Emeutive 
Ondez' No. 9980, | : | | 
be Apposis of deolsions of Agstetant Directors and Staff 
Chiefs, in cases involving alleged discrimination dus to ‘PAG, 
eolor, religion or nstional origin will be nade to the Pair 
Tip legnont Cfficor inatead af the Dizwotars 
SG» Complaints davebring Ceerinination in conection with 7 - 
personnel setions must be subedtted not later than 30 calendar | 
duys efter the complainant learns of the alleged diserinina tions 
d. The Fair Employment Offeer within 10 working days 
either Wall take corred: tiwe on dieciplinary. setion or recommend 
#0 the Direotor actden necessary in eases tevoliving actual dserinin— 
ation through elther action or fellure te act, | 
®. ‘The findings op aetions of the Fair Employment Officer 
may be appeaied to the Dizecter, re 
£. Decietons of tho Direstor in oases snvetwing atiegea = 


ae ae 


pam, 


discrimination due to race, color, religion or nations? origin *: 
“ Witoh de not satiety the employee malcing the appeal nay be 7 
eppenied te the Fair feployaont Board in the Civil Sorviee 

7 | Conmlsstce, 


ae 


ACRE ca la eee 
1: ate 
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» Expense and Travel 
Travel oy any other expense vhdeh the exployee, his roprenone 
tative or uitnenses: wight inecur in connection with attendance at 


hearings granted at the enployae's request, wild not be borne by 


cla. Annie Iesve, leave with put pays oY a combination af both 


wilt be granted for actual travel, tine by anlly CLA employee involveds | 


Ge Eup loyan Uniene 3 te 
OTA onpleynes have the pis to foin or te refrain fron 


| Joining any organizations or asacolations of euployoon, the policivs. | 
of whieh are nit tn conflict with their oath of office or appoint. 
ment affidavits, In exeretaing thie right thoy will be free fron 


any Aol restraint, interference end ceereten on the port of sdninis. 


| trative and supervisory personnel. | 


fe Rational Seourity Comet 2 
Wt the concurrence of the Pareoutive Seeretary of the 


National Security Coumed), the OTs Fair Raployment iffieer wa 


aloe eet upon any grievances. whieh way arigo among personnel of his 


office. In auch copes the Rxeontive Seerotery of the Hetdonal 


 Seourlty Comet? will take the notion pres seribed herein for the 


Direotor of Central Intelligenaes , 
POR TD pinscTn OF CHETRAL INTEL GENCE 


DISTAIBUIIGs ALL CIA EMPLOYEES ~ 
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| oe - GORCTRRENORS Fors 


# ADTHISTAA TIVE ney 


: SUBJECT: Crievanses and Complaints — 


PERSOUNEL StAyP 


STATINTL ei 3 


pare (2-6-7 


ADMINISTRATIVE. STARR] oe: pare : 


Ido (not) conour 


SPECIAL § SUPPORT AnArP ae aa 
i do {not} concur aoe 


Po dts sie | fo OE Seabee EDS ene 
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ae 
‘ i the An applicant for a position in CIA may appeal under this 
Be t . 
| re beat 2 edure when he alleges that. his failure to be epestoves in the 
| Qye 7 | 3 / 
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- . STATINTL 
CENTRAL INTELLIGENCE AGENCY - 
Washington, De Cc. ; 
| | a STATINTL 
ADMINISTRATIVE INSTR 
‘SUBJECT: ——s Grievances and Complaints a Phe ~ STATINTL 


RESCISSIONS: Administrative Instruction ated 27 Oct. 1943 
«+ Adainistrative Instruction dated 16 Nov. 1948 


le SSOP 
This Instruction provides ‘the policies and procedures for 
enplovecs: seeking adjutant of personal complaints or grievances, 
"25 Application of Grievaise Procedure 
8. An employee may appeal under this procedure whens 
(2) He is dissatisfied with aspects of his Pore conditions 
and relationships. which are outside his control. 
(2) He has completed his trial or Pecpatsoners period and 
ous being Sete for unsatisfactory servic ee, 
(3) He is terminated for cause, such as delinquency or 
misconduct. | . | . . 
(4) He claims he was disoriminatod against in a eavatenel 7 


the ction because of Tact, enlory, religion or. national origin, 


‘ Agency ; is based solely on dinerinination, | 
| c. dn employee may not use this procedures 
“(1). To. delay the application of adverse Gecisions in cases 


tnvolving efficiency ratings, veterans! preference, redugtion : 
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| a Soak ae force appeals, and decisions on the. classification of postion. : 
a \ 3 mt : 
| sation appeal procedures are provided in the Ge 5. GC. ‘Rules 

4 ere Regulations on such natters. ) Gage” Se oe 

| 

| 


ve iM she (2) In connection with separations made by the Director under 


2 yn rae a authority af Section 102 of the National Security Act of 1947. 7 ST TINTE n 
a ee tive rostmactiof : = ; | STATINTL 


| ae 
: - % bee oe (3) In connection with the adjudication of doyalty CaS5eS. 


(Administrative Sater —_—_ 


3. Grievance Procedure 


STATINTL 


ae An enployee. first should present to his inmediate supervisor, 
orally or in writing, any question, girlevance, eomblaint; misunder= 
standing or sintlear difficulty, The supervisor will allow the . 
-employee to state his case fully and ar necessary %0 present wit inesses. 
The supervisor will promptly investigate the situation and within five 
working days notify the employee of his. decision or Scticns . 
bs & the employee is ae satisfied with ‘the decision or action 
| of the supervisor he may appeal in writing to his Division Chief. 
A: copy of the appeal will be forwarded by the ‘Division Chief to the 
a. “Chief, Personnel Division. The Division Chief will give the employee 
| ' a fall opportunity to. =p dain his problem personally, notity the employee 
: | din writing within five working days of his decision or. action taken, | 
| | oe | and furnish a. copy with a complete written case eoaeed cae the chief, 


Personnel Division. 
Ge tf the case ia still not settled to the satisfaction of the 


. pf employee he may request a: heering before an Impartial Advisory Appeal 


Board. 


- 
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(1) the Board will be constituted from among CIA employees 

as follows: — , ee 8 
(a). One member named by the employee naling the appeal. 

(b) One member naned . a ‘the Assistant Director or ‘Staff _ | 

Chiee concerned. | | 

(c) One. meniber selectsd by the two members named above. 
(a) The Chier, Personnel Division, will be non-voting 
 chatrman and eayiser ‘In case ‘the first two menbers named 
‘cannot agree on the ‘thina nentier within three working days ’ 


a the chairman will select a monber from any office other than 


thet to which “the employee tho submitted the appeal is assi ened, 


(2) The request for hearing will include the name of the board 
“nenber desired by the employes. and be forwarded to the Assistant 

Director or Staff Chief concerned ‘through the Division Chiat and | 

the Chief, Personnel Division, ‘who will attach the esse records, 


(3) Within tuo working days after receipt of case records. 


the Assistant Director or Staft Chief vil forward the records 


‘and his recounendat tion for | a board mais to the chairman of the 
board, | 
M4) the chairman wil. convene the board end” cae the teasiage! 


: within 20 working days after receipt of | the | case from the Assistant 
Director ‘or Stat? Chief. The empleyee making the appeal nay be~ 

ox accompanied to’ ‘hearings by not nore than two representatives of | 
_ bs own choice, He will inforn ‘the: chairman of the names of. such 


representatives prior to the time of. "the hearings. ; 
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(5) Upon completion of the hearings a written report and the 
recomendations of the majority of ‘the members of the board certified 


by the chairman will. be forvarded to the Assistant Director or Staff _ 


"Chief concerned. ‘he Assistant Director or Stetf Chief will then, 


within five working days , make his decision, inform ‘the employee 
in writing, and return all case records with a copy of his decision _ 
to the Chief ‘ Personnel Division. ‘<3 | 
(6) Sacept in capes involving alleged diserininetion due to 
race, color, religion or national origin the employee, if he 4s 
| stil dissatisficd, may submit a written sepeet to the Director, z 
| through the Chief ; Personnes Davis ion, who will attach all case | 
records. the Director will on his decision either based on a review 
of the case records or by hearing the employee in person if deemed 
necessary. if a. hearing is held, the employes. may have representa= 
t4on if he so desires, ‘The Director will inform the employee in 
writing of his decision which will be final. AlL case records will 
be returned | to the Personne Division for ‘file. = | | 
ad. All required action in connection with alleged grievances will . 
be carried out during normal working hours and regular working days. | 
Oe The Personnel Relations Branch, Personnel Division, nay be 
consulted at any time relative to any grievance or ‘pompizints 
“Employees: naling appeals will be notified in ee of any 
delays. in rendering decisions, | ae | | 
‘gs Employees ‘will be allowed 10 working daye to make appeals 
fron. decisions at each level. . ae 
h. Where an appeal is nade to the Dardotor: the complainant end | 
other officers or employees involved in the reel will be afforded 
ie | 
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STATIN 


Eg an n opportunity to appear personally before the Director or a 
wm person designated by him, The camplainent, 1f he 50 denires, | 
s | _ may have a representative of. his own payceine® 

4e Fair Employment Procedure 


if ioe Mey E.R. Saunders, Budget Officer, is designated ag. 


a 4 GIA Pair Employment Officer ‘under the provision of Spite: . 
aa Order Wo. 9980, 
De Appeals of decisions of hesapeen: Diredtors and Staff 
Chiefs, in eases involving alleged @iserimination dus to Facey 
color, religion or national origin will be made to the Fair 
Rip loymont Cfficer instead of the Director, : ao 
G. Complaints involving, discrimination : in connection with 
- personnel actions must be submitted not later than 30 calendar 
days after the complainant learns. of the alleged discrimination, 
d. The Fair Euploynent Officer within 10 working days 
either will take corrective or disciplinary action or recommend 
- i 2. to the Director action necessary in cases involving actual diserinin 
4 pag ae Ni ‘ation rtheough-efther aetton-om-fetlareto-acts 
‘ _ oo, we ’ _ @e ‘The findings or actions af the Fair Enploynent otttcer 
. may be appealed. to the Director, | . 
| | f. | Decisions of the Director in cases involving alleged | 
: ‘discrimination due to race, color, Feligion or national origin of 
| ho. 3 which do not satisfy the employee making the appeal nay be 
oe appealed te the Fair Beploynent Board in the Cavil Service 
PA. | | oe ae ce | 


OB Ep ema, 
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Expense and Travel 

Travel or any other expense which the employee, his represen 
tative or witnesses might incur in connection with attendance a 
. hearings granted at the enployee's request, wild not be. borne by 
CIA, Annual leave, leave eas Pays or a combination of both | 
will be granted for actual travel tine be any one employee Anvolved, 

& Employee Unions 

CIA enployess have the right to join or to wefratn from 
joining any organizations or associations of employees, the policies 
of which are not in conflict with their oath of office or appoint= 
ment affidavits. In exerciaing this right they will be free from . 
any all restraint, interference and coercien on the ee of adninis~ 
trative and supervisory personnel, | | 

7s National Security Gouncil 

With the coneurrence of the Executive Secretary of the | 
| National Security Council ‘the GIA Fair Employment Officer will 
. also act upon any grievances which may arise among personnel of hie 

‘office. In such cases the Executive Secretary of the National 
| Seourity Council. will take the action -precaribed herein for the 
: Director of Central Intelligence. | 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


9 
| Executive | 


DISTRIBUTION: ALL CIA EMPLOYEES 
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BUDGET STAFF _ Pie sgn! DATE 


SPECIAL SUPPORT STAFF. 
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CONCURRENCES Fors 


Fs sonistauravs INSTR | - STATE 
NO, | ‘tg s | ; | a 


SUBJECT: Grievances and Complaints 


ADMINISTRATIVE” STAFF DATE. 


I do rt concur ae 


DATE. 


‘Tao (not) concur 3 oe 
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ee nies eis 


STATINTL eet He Behe fs SB . ol 
ke oe a © ADMINISTRATIVE INST : | : “He 


gram " SUBJECT: GRIEVANCES AND COMPLAINTS eo 
: (This Rescinds Administrative Instruction Co ete 7 " 4 
: 23 April 1947) | a ae 
REFERENCES: Executive Order No. 9830, dated 24 February 1947 (Grievances) =~} 
we Exeoutive Order No. 9980, dated 26 i 1948 (Fair Employment = 4 
Practices, 

BE: 1. POLICY | 

- E Be Assistant Directors, Staff Chiefs and other employees: in guper- 

7 a : visory capacities will, in’ the administration of their offices, insure 


optiman working conditions and relationships for personnel under ‘their 


anne res ezen : 
| Ex be ALL recomendations for personnel actions will be based solely = 
on merit and fitness of an. employee and: | in making. such recommendations : | ; i 
there will be no discrimination because of race, color, religion, or 2 
) national ety 7 77 ee a oe | | sy ; 
| Ge It is recognized that dissatisfaction on. the part of employees 
nay arise ip connection with working sendttione and relationships, or 4 
status” of employment. It is recognized further thet SpElisauve for f 
positions in CIA may feel that their failure to be appointed in the ' 
~~ Agenoy’ is based on dieorininetion. This instruction provides a stendard | 
2 procedure for seeking adjustment of personal complaints and grievances — | 
without restraint, interference, coercion or reprisal. | : 
2 2. APFLICATION oF GRIEVANCE PROCEDURE ae . . he 1 a a S u 


Pak) bn employee may appeal under this prooedure when ! : 
ore oe: a): He is dissatisfied with aspects of bis working conditions 
a and relationships’ ‘which « are outside, his’ control. : OR. cul Stent 


® 
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penetra Eee a ie oa telat Lee 


Hap reraRereretitiggs es 


. [STATINTL 


aes snetre rah eae one Pete 


SgnenEegey 


[STATI NTL 


RE 


, action because of race, color,, religion or national OFnenn: (Bxeoutive 


pP vgs eae gn e alleges that his failure to be appointed in the Agency ae : 


Admini strative Instruction Ld 
- (See Adninistrative Instruotion = | 


Be GRIEVANGE PROCEDURE tee 


orally or in writing, any question, grievance, complaint, misunder— 
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mete we 
(2) ‘He has ‘completed his trial or “protationery period and 
is being fgopareted for unsatisfactory services 
(3) He is ‘terminated for cause ; such as delinquency or mis- 


conduat. 


(4) He cleinps: he was discriminated against in a per sonnel . 


Order No. 9980, dated 26 duly 1948). 


be An duel toant for a position in GIA may appeal anaer this procedure 


is based solely on discrimination. : 
o- An euployes may not use this procedure: : 

(1). To delay the. application of adverse decisions in cases : 

involving efficiency ratings, veterans’ preference, Peadetion in force | : 
“eppeals, and | decisions on the olagsification of positions. Separate u 
appeal procedures are provided | in the G Se CG. Rules and Regulations on : 


such matters. 


(2) In connection with. separations. made by. the Director under 


eee of Section 102 of the National Security Ket of 1947. (See 


(3) In connection with the adjudication of P loyalty. onsen. 


a. An employee: should firet present to his immediate supervisor, 


iu pela Nite, daltons oii 


ay 


cnet poset ona ae thaw magne inthe ameaen Re AFEHE ih eg inamerannarme tm wt RAE 


sve EGE Bae 5006/11/06 . CIA-RDP81-00728R000100010016-5 


sv aheten gama 


. rei Sete EAA A be hg RN 
enauP pheasant RIS RST TE 
: BAT ARERR IE ESE es RE SE aT ern oe ee Eee we 
1 EE Ce TE eT LE Pe nate fT NES Bisa’ § cagtiraa fod ooh Pol $ 
fi Lyneany re ; 


Ld 


Board to be constituted from among CLA employees. as indicated below: 


ee 
i 
Es 
os 
ere 
ie 
eo 
g 
g 
Be 
Be 
ai 
3 
a 
‘ 
£. 
i 
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standing or similar difficulty. The supervisor will allow the employee 
to state his case fully. and if necessary to present Witnesses. . =e 


supervisor will promptly pore teeNe ‘the perunee on and. within five work- 


_ ing days notify the ‘employee of his decision or action. 


b.° If the employee is not satisfied with the decision or action of 


the: supervisor he may BPpOH in writing to the Branch Chief, A. ‘copy of 


the written appeal will be: forwarded by ‘the Branch Chier to the Chief, 
¢ Pasimurl Of aptly Zo Mer dal 


Fersonnel Branoh, AGM, The Branch Chier will give the employee full 
opportunity to explain his problem personally, notify the employee in. 
writing within five working days of his decision or action taken, and 


furnish a ‘copy with a semmlenepweletca case record to the Chief, Penauadel! 


: Branoh. 


ec. (1) If the case is still not settled to the satisfaction of the - 


employee he may request a. hearing before an impartial Advisory Appeal 


(a) One member Heme d by. the employee making the appeal. 

(b) One member named by the Assistant Director or Staff 
Chief pousebned. | 

(ce) One member selected by the two members named above. 

(a). The Chief, Personnel Beawen will be non-voting Chairman 

and advisor. In case. the first two members named cannot agree _ 


| within three Working days on’ the ‘third euiber ; "the Chairman : 


Be will select such: member from any office other than that to which “ S ca 


DP81-00728R0004000100 16-5 


Sree Ri teeter wrrertre ter learn ectrr ete ny eye ete met SN ERE EERE IN ESTA ENON tee Rtg meant ENR 
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a a 
the employee who submitted the appeal ig as signed. | 
(2). The request for. nearing will anaiuge the: ‘name of the 


board member desired by ena employee and be forwarded to the 


| Assistant Direotor or Staff Chief écnosenea through the Branch 


Chief and the Chief, Personnel peaual who will attach the case | 
records | | 
_ (3) Within two working days after receipt of case records 
the Assistant Diccoben ow Stare Chief will forward the case, with — 
his recommendation for a nee ener the Chairman of the | 
Board. | | 
(4) ‘The chairman will convene the board and begin the hear- 


ings within 10 working days: after eacuack of the case from thes 


Asaistant Director or Staff Chief. The ‘employee making the appeal 


may be accompanied to hearings by ae more than two representatives 


of his own choice. . He will inform the Shei enad of’: the names of stioh: 


“representatives prior to the time of the Beer ideas 


(5) upon: completion of the hearings a written fuser and the 
recommendations of the ma jority of the members of the board certified 


by the @hairman will be forwarded to the Paelatent, Director or Stare 


“Chief oonoerned. ‘The Assistant Director or Staff Chie? will then . 


within five working days make nis desision, inform the employee in: 


: cwiting and return all case records with & copy of: his decision to. 


une ‘Chief, Personnel Branoh. 


aeirdateea ewe Niet Sean See tl ks edna ab soe? Feet ca aati cenise Ef cana anit edatatainnatt moe MRNA GMIR ee datetime ot rene 
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(6) Except in cases involving alleged discrimination due to 


race, color, religion or national origin, the employee, if he is 


still dissatisfied, my submit a written appedl to the Director, 


through the Chief, Personnel Branch, who will attach all case 


‘records. The. Director will ma ie his decision either based on a 


review of the case. records or by hearing the empreyee in person if 


deemed necessary. If ‘a hearing is held the spite may have repre=- 


sentation if he so desires. The Director will inform the employee 
in writing of his. decision, which will be final. All case records 
will be returned to the Person Bravo for file. 


(Dapailay Ctae pr huclnsn afl 3? pow 1448) 
ad. (1) The Executive for A&M ars designated as CLA Fair Employment 


Officer under the provision of Executive Order No. i. 


(2) Kippeals of decisions of Assistant Directors Staff Chiefs, 
in cases involving alleged disorimination due to race, color, religion 
or national origin will be mie to the Fair Employment Officer instead 
of the Director. | | 

(3) Complaints involving disorimination in conection with person-~ 
nel actions must be submitted not later than 50 calendar days after the 
complainent learns of the. alloged discrimination. 

(4) The Fair Paployfaent Officer will within 10 working days 


sither take. personally, or recommend to the Director, any Se 


ecA disciplinary action considered necessary in cases ineoly ite actual 


isorininati on through either action or failure | to aot. 
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4. 


delays 
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- 6 me | - 
(5) The findings or actions of the Fair Employment Officer 
may be 5 appealed to the: Director. | 
ene): Decisions of the Direotor in cases involving alleged 


@isoriminstion aug to race, oolor, religion or national origin which — 


do not satisfy the employee making the appeal ney. be appealed to the 


Feir Employment Board in the Civil Service Commission. 


) The provisions of this ‘sub-paragraph'd provide an 


| interim means for iuplencheine Exeoutive Grder No. 9980 and are subject. 


to change to bring them into accord with any regulations in wonttive 


or: elaboration which may later be iasued by the Civil Service Commis = 


sion. 


“e. All required action in connection with alleged grievances will be 
. carried out during normal Working hours and regular working days. 


f. The Personnel Relations Jaxtaton, Personnel Branch, may be con- 


sulted at any time relative to any: grievance or complaint. 
a. Hployees making appeals will be notified in BESUaNG of any 


in. a ering decisions. 


De Enployees will -be allowed 10 working days to make eppenls from 


‘decisions at. each levene: 
Be. Where an appeal is made to the Direotor, the ak and 


other officers or “ employeds. involved in the complaint Will be afforded an” 


thi birecla ova. parton 


opportunity £0 BEReE® personally, The some t, if he so desires, Tay 


“ have. a representative of: his own choosing. 
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5. BAPENSE AND TRAVEL | | Yt pao ie 


a amet np ee et ce et nee nn Meni COM 


‘Travel or any other expensea which the employee, hia representative : 
or witnesses might incur in connection with attendance at hearings 


‘granted at the employee's request, will not be borne by CIA, Annual 


leave, leave without pays or a combination of both will be granted for 


| ) |  aebual travel time by any CIA employee involved. 

| 6 EMPLOYEE UNIONS : | | é | tere, 8 ophs GRE | 

! | ‘GIA employees have the right to join or to refrain from joining any 

“organizations or associations of employees, the policies of which: are’ not . 3 

) in confliot with their oath of office or appointment affidavits. In | 
| exercising this right they will be free from any and alt restraint, inter= 


ference and coercion on the part of administrative and Supervisory personnel. : 


NATIONAL SECURITY COUNCIL 


with the concurrence of the Executive Secretary of the National 
<a Security Council, the CIA Fair Employment Officer will also act upon ~ 
_ - any grievances. which may arise among personnel of his office. In | 
-. guch cases, the:Executive Secretary of the National Security. Council 
will take the action sec ias herein for te Darge vor of Genre 
anvet ine ees : . 


VWraee vacee STATI 


‘e woes es ee em Ty ae ee ee ee ee ec ne er 
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1. POLICY 


and relationships which are outeide his control. 


is being separated for unsatisfactory service, 


ne aitetemitcnmd nes tienen stati mena 8 aedammen en . . ¥ 
enetaehichens cient tea nine OE 


A DDrOVed Fon D a aceon ae OT TO TO TOS 
Pa ee CR rene sre . j ee 


| a | , - STATINTL 
es abe Pa Se. DRAF re es 
ao : | (9 ner ember 948 — 5° STATINTL | 


ADMITS TRATIVE- INS TRUG TION 


wean | Es | — STATINTL 


SUBJECT: GRIEVANCES AND COMPLAINTS ota 6 SS 
—— (This rescinds add nie Ureniye Instruction] fated 23 
| April 1947) 


- REFERENCES: Executive Order No, 9830, dated 24 February 1947 (Grievances) 


Executive Order No. 9980, dated 26 vung 1948 (Fair Employment 
Practices) 


| a. Assistant. Directors, Staff Chiefs and other employees in 
supervisory capacities will, in the administration of ities offices, 
insure optimum working conditions and relationships for anuuiiel 
mucer their supervision. | ) 


be ALL recommendations for personnel Ber dnvetving-eppottt 
will be based/on mérit and fitness _ 


of an employee and in making such recommendations there will be no 


discrimination because of race, color, religion, or national origin. 


ec. It is recognized that dissatisfaction on the part of employees. Fe - 

may arise me connection with pie condj tions and relat onships, | con Z | | 
status of euploynent, “MAT ig. fstruc on prov es a *3 a ie me (hg 
for seeking adjustment of pereonal complaints and grievances without | 
restraint, interference, coercion or reprisal. | 
26 ApPLICATION OF CRIEVANGE _PROCEDURE | 
y ae An employee may appeal under: this procedure whens 
(2) “He 18 dissatisfied with aspects of his eae: conditions : | 


(2) He jas conpisted his trial or probationary igi and. ee 
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‘wo (3) He is terminated for cause, such as delinquency or. . 
misconduct. 


(4) He claims he was discriminated against ina personnel 


‘action because of race, color, ‘religion or national origin. 


. ,S _ ee Order No. 9980, dated 26 July 1948). 


(be An employee may not use this procedure: 


() To delay the application | of adverse decisions in cases | ope 


oe? 
involving efficiency ratings . veseren’ preference and decisi ns 


on .the classification of positions. Separate appeal procedures 
are provided in the C. 5. C. Rules and Regulations on such 7 
matters. | | | | 

(2). In Sentioction with separations made by the Director | 
under authority of Section 102 of the National Security Act 
of 1947. (See Administrative Instruction {| 


STATINTL - 


(3) In connecfion with the adjudication of loyalty cases, — STATINTL 


(See Administrative Instruction [ 


3, GRIEVANCE PROCEDURE 


" Oe An employee should first present to hig immediate supervisor, 
orally: or in writing, any question, grievance, complaint, misunder—— | 
standing or similer difficulty.. The supervisor will allow the employee 
to state his case fully and if necessary to present ditnesses: The 
supervisor watt promptly investigate the situation and within five working 


‘days notify the employee of his decision or. action. 


<2 
: 
ge IE AOR et Geral a ee AS Oe ak a neat Somes olde ie Cg Bre SiS ate Sociale, ot nam es ele Sd? 


cance nett ened he ttt nan OUR Peer ar eE A mmmctenmecemineraunme Nts «Romy 


Wa eeu pa ehie sane aide. Crea nd en oONOIG as fo 
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be If the employee is not satisfied with the decision or action 


of the supervisor he may appeal in writing to the Branch Chief. A 


copy of the written appeal will be forwarded by the Branch Chief to_ 


the Chief, Personnél Branch, A&M. The Branch Chief will give the 


employee full opportuni ty to explain his problem personally, nou y 


the ‘employee in writing within five working days of his. decision or | 


‘action taken, and furnish a copy with a comple te written case record 
to the Chief, Personnel Branch. 


Ce (1) If the case is still not settled to the satisfaction of 
the employee he may request a hearing before an impartial Advisory 
: Appeal Board to be constituted from naOne CIA employees as indicated 
below: | 
| (a). One member named by the ry making the @ peal. 
(bd) One member named by the Assistant Director or Staff 
Chief concerned. | 
(c) One member selected by the two members named above e 
(a) The Chief, Personnel Branch will be non-voting 
Chairman and advisors In case the first two members named 
=. cannot: agree within three working. days on the third neater, 
| the Chairman will select such meee from any office other 
‘than that to which the employee who submitted the appeal is_ 
assigned, | _ 
(2) The request for hearing: nil include the name of the 
‘ board menber desired ty the enployee and ‘be forwarded to the 
‘Assistant Director or Staff Chief concerned through the Branch s 
| Chief and the wee Personnel Branch who. will attach the case 
‘ records, | | _ | | 
iS Q) Within two working days after ee case reoords : | 


pn treba vSaiedwebloe te iim phcsta ished acini ant we diraomyities aciv 6 ldo Maenansh wud orebe ast enti sary Nama voor baparcnayatiud intempm af sen anger mina enwintmrton td tmrruttante rs Uacbnatimetc emia bo: tr P AAR madras ca mpashinenslinennen Ciemuitinecaritant emt smahimte eit peat aiphicestweiney ted isan 
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Di het Bice et : 


' ‘the Assistant Director or Staff Chief will forward the case, with — 
his recommendation for a board member, to the Chairman of the 
Boards 


(4) The chairman will convene the board and begin. the hears 


‘ings within 10 arene days after receipt: of the case from the 
Assistant Director or Staff Chief. ‘The employee making the. appea 


= "may ‘be accompanied to hearings by not more than two e py ee 
: _ his om choice. He will inform the chairman of the names of such | 
s prior to the tine of the hearings. | | 

| (5) Upon Seopa tion of the hearings a written report and the — 
recommendations of the majority of iin members of the board certified 
: | by the chairman will be forwarded to the Assistant Director @ Staff. 
pe 8, Chief concemed. ‘The Assistant Director or Staff Chief will then 


' | | - within five working days make bie decision, inform the employee in 


a a ' writing and return all case égords with a copy of his decision to 
i Bee the Chief, Personnel Branch. — : | 
i | (6) Except in cases involving alleged discrimination due to race, | : 
: color, religion or national origin, the employee, if he is still dis-. | 
| | satisfied, may sutmit a written appeal to the Dire ctor, through the | 
| Chief, Personnel Branch, who will attach all case records. The : : 
: Director will make his decision either based on a review of the case. : 
. 7 oe or by hearing the employee in person if deemed necessary. oe <>, - 
i 8 hearing is bets the employee may have representatdon if he so desires. Vv | - 
? . | The Director will inform the employee in writing of his ‘decision, which : 
: ; . . will be final. Al case records will be returned to the Personnel — ; 
E “Branch for file. | | : 
] | THAT | : 


i . 
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tee (ay (a) The , Executive for A&M is seyeecies. as CIA Fair cep loyeent 


“Officer under the provision of Executive Order No. 9980. 


(2) Appeals of decisions of ‘Assistant Directors, er Steff 
religion or national origin will be made to the Fair “mployment — 
Ottioer : instead oe the Director. | | : 

2) Gy CC) The Fair *mployment Officer will within 10 working days | 
either Pens personally, or pucomment to the PEPECLOR any corrective 
oe dactplinery action considered necessary in cases involving 
actual discrimination through either action or failuee to act. 

| (6) ‘The findings or actions of the Fair Employment Officer 

may be sepaaisarite the Bipectoby: . | | 

(6) Decisions of the misectey in cases iveieine siveed 
discrimination due to race, color, religion or national origin 
which do not satiety the employee m pking ue the at me 

appealed to ney ed iar Serer 

(4) The provisions of this sub-paragraph d provide an inter. 

im means for implementing Brecitive Order No. 9980 and are subject 

to change to bring them into accord with any Tee A ttOns in ‘con= 

flict or elaboration which may later be ésnued by the Civil Service 

Commission: 

“@e All reouired faction in connection with alleged grievances: | 
will be Sacpied out during normal working hours and regular working days. 


f. The Personnel Relations DAYAB AOR, Personnel Branch, may ‘be 


4! consulted at any time relative to any grievance or complaint. 
a As - Employees making appeals will be notified in writing of. any 


| delays. in rendering decisions. 


oi be Employees. will be slaved 10 working aeys to make appeals 


Chiefs, in cases involvi@e alleged discrimination due ton race, color, 


Approved For Release 2006/1 1/06 : CIA-RDP81-00728R000100010016-5. 


een mm nit : 4 


| =o Lats ON Os, Bf hog dante He ei | 
he & pgp es nf een oo Ae Bea con] 
TBS pian XPENSE. AND frense Mi Miter yy Ze Le PAY 7h . 
Re Sues aww wheaec; , Irey ne a wept : , 


: Travel or any other expenses which the enneuee. his representative ns 


af 
er 


or witnesses might incur in connection with attendance at hearings granted 


at the employee's request, will not be borne by CIA, Annual leave, leave 


PERETTI tes eoeetnnrunaunmerervegmenntamennnnce nee, 


Re Pe “Without pay, or a combination of both will be granted sor actual travel 


“Sine by any CIA employee involved, 


eS : R. H. HILLENKOETTER 
) a _ Rear Admiral, USN | 
Director of Central Intelligence 


| --s DISTRIBUTION: All CIA “mployees _ 
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7. ae ar "FEDERAL REGISTER 

5 res oe Wednéaday, September 29, 1918 

f TITLE oe ADMINIS TRA TIVE PERSONNEL 
| Chapter 1 — 6.8.6, 


: . Part 36 -— Interim Procedures Governing Fair Employment Practices Under 
ee | Executive Order 9980 7 


_. Pursuant to Executive Order 9980 the Commission, pending the estab- | ; 
lishment of the Fair Employment Board authorized therein, hereby prescribes : 
the following interim procedures governing fair employment practices within 
the executive branch of the Government: 


(36.1 - Coverage. ‘the regulations in this part shall apply to all 
departments and agencies in the executive branch of the Government end 
to all personnel actions with respect to positions therein. 


36.2 ~ Fair. Employment Officer. (a) " The head of each department or 
agency shall designate an official thereof as Fair Employment Officer, and 
shall assign to him the duties and responsibilities which will further the 

- . effective administrative operation of the department or agency and encour- 
; age the carrying out of Executive Order 9980, 


(b) The Fair Ep loyment Officer may represent the head of the 
department or agency"hatters pertaining to Executive Order 9980, subject 
to his instructions. 


oo (c) The head of each department or agency shall provide, on a tempo- 
oe rary or permanent basis, either a Fair fmployment Officer, or a Fair 

. Employment Board, for each regional or other appropriate field office or 
local establishment in accordance with the needs and problems of the 
agency in each field areas Such Fair Employment Officer or Fair Employ~ 
ment Board shall be ‘appointed from among the officers and employees of 
‘the department or agency. “ Oe asst aoe as | 


ae (d) the head of each department or agency shall instruct the of ficers 
oe of his department or agency with regard to the meaning, Spirit, and appli- 
_ cation of Executive Order 9980. He shall give notice to all officers and 
employees of the designation of the Fair Employment Officer, md to the 
employees of the regional or other appropriate field office of the desig- 
nation of the Fair Employment Officer or Board for that office. 


36.3 = General procedures for handling complaints and appeals. 
(a) Complaints concerning personnel actions taken in any department or 
agency on grounds of alleged ‘discrimination because of race, color, 
religion, or national origin shall be made not later than 30 calendar — 
‘days after the complainant learns of the alleged acts of discrimination. 


 (b) Any person having a complaint concerning a personnel action . 
_ taken in the. department or agency on grounds of alleged discrimination We ee 
shall first make a formal or informal complaint either to the head of th . 


_ organizational unit in the local office where the alleged acts of dis- ese 4 


Sac Said aa Cache tc te set EU tae ent, 


Sag SESEDENIT EPS En rane nes tees ge Fie ens eae 


Speen iteremcnsnintes Hic Coee ie 


representative of his own choosing. 
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crimination occurred, or to the head of ‘such local office, in order to 
obtain proper understanding and adjustment, if possible, through such 
means at this level of the department or agency. é ‘ 


complaints or appeals concerning personnel actions 


: (ce). Hearings on 
which it is alleged were taken by the department or agency on grounds of 


discrimination shall be conducted in the first instance within ‘the regional 


(office or other appropriate field office or local establishment, 


(a) ‘the complainant shall havea further right of appeal, if desired, 
through successively higher appropriate agency channels, including appeal 
to the head of the agency. Complaints which are appealed beyond the head 
of the local office involved shall’ be in writing, and shall include a 


, agency, in consultation with the Fair Employment Officer. The complainant 


and the officers or employees against whom complaint is made shall present: 
their side of ‘the case to the investigator, wio may require. the complainant 
to further substantiate his complaint by bringing in witnesses or indicating 
further sources of information: He may also require the officers or 
employees concerned to submit additional information. — 


(g) ‘The head of the department or agency shall provide a suitable 
method for taking corrective administrative action in cases where com- 
plaints appear, after investigation, to be Justified. | > 3 


appear personally before the head of such agency, or a person desig- 
nated by such head. The complainant, if he so desires, may have a 


4 


(i) An appeal from an unfavorable decision by the head of the | 
department or agency may be filed with the Fair Employment Board in the 
Civil Service Commission. a 


includes also complaint of alleged discrimination on grounds of race, 


: color, Yveligion, or national origin, such appeal shall firs be adjudi- 
_ cated in accordance with the Commission's Yregulations that are regularly 


applicable in these types of appeals. the question of discrimination 
Shall then be referred to the department or agency concerned for such 

further action as may be necessary under Executive Order 9980. 
ee | | | —UeS.C.S.C, ne : 
He Be Mitchell, President. 
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AN ACT | 


To authorize certain administrative expenses in the Government service, and for 
! . other purposes. — 


Be it enacted by the Senate and House of Representatives of the 
United States of America in Congress. assembled, That (a) under 
such regulations as. the President may prescribe, any civilian officer or 
einployee of the Government who, in the interest of the Govern- 
ment, is transferred from one official station to another, including © 
transfer from one department: to another, for permanent duty, shall, 
except as otherwise provided herein, when authorized, in the order 
directing the travel, by such subordinate official or officials of the 
department concerned as the head thereof may designate for the 
purpose, be allowed and paid from Government funds the expenses 


of travel of himself and the expenses of transportation of his imme- | 


diate family: (or a commutation thereof in accordance with the Act 


of February 14, 1981) and the expenses of transportation, packing, 


erating, temporary storage, drayage, and unpacking of his household _ 

oods and personal effects (not to exceed seven thousand pounds ° 
if uncrated or eight.thousand seven hundred and fifty pounds if 
erated or the equivalent thereof when transportation charges are 
based on cubic measurement) : Provided, That advances of funds may 
be made to the officer or employee in accordance with said regulations 
under the same safeguards as are required under the Subsistence 
Expense Act of 1926 (5 U. S.C. 828): Provided further, That. the 
allowances. herein ‘authorized: shall not be applicable to civilian 
employees of the War Department and their dependents when trans- 
ferred under the provisions of section 3 of the Act of June 5; 1942 
(50 U. S.-C. 763), nor to officers ‘and employees of the Foreign Serv- 


ice, Department of State: Provided further, That no part of such © 
. expenses (including those of officers and employees of the Foreign 


Service, Department of State) shall be allowed or paid from Gov- 
ernment funds where the transfer is made primarily for the con- 
venience or benefit of the officer or employee or at his request: 
Provided further, That .in case of transfer from one department 


-to another such expenses shall be payable from the funds of the.- 
.. department to. which the’ officer or employee is transferred. 


~ -(b) In lieu of the payment of actual expenses of transportation, 
packing, crating, temporary storage, drayage, and unpacking of 
household goods and personal effects, in the case of such’ transfers 
between points in continental United States, reimbursement shall be ° 
made to the officer or employee on a commuted basis (not to exceed the 
amount which would be allowable for the authorized weight allow- 
ance) at such rates per one hundred pounds as may be fixed by zones 
in regulations prescribed by the President. hie ae 
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(c) Funds available for travel expenses of civilian officers and 
employees shall also bo available for the expenses of the transporta- 
tion of their immediate families, and funds available for the trans- 
_ portation of things shall also be available for the transportation of. 
_ household goods and effects, as authorized by this Act. 

ioe — See. 2. The Act of October 10, 1940. (5 U.S. C. 73c-1), relating 

to allowances for the transportation of household goods, section 5 of 

_ the Act of March 4, 1993, as amended (19 U.S. C. 48), relating to 
traveling and subsistence expenses of customs officers and employees, | 
the. first sentence of section 645 (a) of the Tariff Act of 1930 

| (19 U. S. C. 1645 (a)), relating to traveling and subsistence expenses 

~ ie of the families of such officers and employees, and other Acts relating 

[ * to allowances to civilian officers and employees in the executive branch 
of the. Government (except those,mentioned in the second proviso 

, clause of section 1 (a)-of this Act) on transfer from one official station 

ge x to another for permanent duty, are hereby repealed. _ - : 

rE a Sec. 38. The Act of February 14, 1981 (5 U. S.C. 732), as amended, 

is further amended to read as follows: . 

_ “Civilian officers or employees or others rendering service to the 

‘Government shall, under regulations prescribed by the President, and 

unless otherwise provided in the appropriation ‘concerned or other 
law, and whenever such’ mode of transportation is authorized or 

Oe _ approved as more advantageous to the Government, be paid in lieu of. 

es actual expenses of transportation not to exceed 2 cents per mile for the 

. ae ag use of privately owned motorcycles or 5 cents per mile for the use of | 
- ' privately owned automobiles or airplanes when engaged in necessary 

travel on official trips from their designated posts of duty or places of ' 
| service, or 2 cents per mile for the use of privately owned motorcycles 
ov 4 cents per mile for the use of privately owned automobiles when 
‘used on official business wholly within the limits of their official sta- 

_ tions or places of service. In addition to the mileage allowances pro- 
vided for in this section, there may be allowed reimbursement for the 
actual cost of ferry fares and bridge, road, and tunnel tolls.” 

Src. 4. Until June 30, 1948, when authorized in.an appropriation 
or other Act, appropriations available for travel expenses shall be - 

available for the payment, without regard to the rates authorized: 
by the Subsistence Expense Act of 1926, as amended (5 U.S. C. 821- 
833), of per diem allowances in lieu of subsistence expenses to civilian 
oflicers and employees of departments while traveling on-official busi- 
ness outside continental United States and away from their desig- - 
nated posts of duty: Provided, That the amount of such allowances 
shall be determined by the head of the department concerned or by 
such subordinates as he may designate for the purpose, but shall in | 
no case exceed the maximum established by regulations prescribed 
‘by the President for the locality in which the travel is performed. 

Seo. 5, Persons. in the Government service employed intermittently: 

a as consultants or experts and receiving compensation on a per diem 

Ss . when actually employed basis may be allowed travel expenses while 

away from their homes or regular places of business, including per 

diem in lieu of subsistence while at place of such employment, in 

accordance with the Standardized Government Travel Regulations, 7 

Subsistence Expense Act of 1926, as amended (5 U. S. C. 821-833), °° oe 

7 and the Act of February 14, 1931, as amended by this Act, and per- boy 

- _ Sons serving without compensation or at $1 per annum may be allowed, = pi 4 
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while away from their homes or regular places of business, transporta- 
tion in accordance with said regulations and said Act-of February 14, 


1931, as so amended, and-not to exceed $10 per diem-in lieu of sub-_ 
sistence en route and at place of such service or employment. unless - 


a higher rate is specifically provided in.an appropriation or other Act. 
Seo. 6. Section 10 of the Act of March 8, 1983 (5 U.S. C, 78b), is 


hereby amended to rend as follows: . ; 
“Suc. 10. Whenever by or under authority of law actual expenses 


for transportation may be allowed, such allowances shall not exceed . 


the lowest first-class rate by the transportation facility used in such 
transportation unless it is certified, in accordance with regulations 
prescribed by the President, that lowest first-class accommodations are 


not available or that use. cf a compartment or such other accommoda- . 


- tions as may be authorized or approved by the head of the agency con- 


cerned or such subordinates as he may designate, is required for pur, __ 


poses of security.” 

Sno. 7% Appropriations for the departments shall be available, in 
accordance. with regulations prescribed by the President, for expenses 
of travel of new appointees, expenses of transportation. of their 1mme- 

. diate families und expenses of transportation of their household goods 
and personal effects from places of actual residence at time of appoint- 
ment to places of employment outside continental United States, and 
for such expenses on return of employees from their posts of duty 
cutside continental United States to the r’» °- of their actual residence 
at ‘time of assignment to duty. outside the United States: Provided, 

~~Phat such expenses shall not be allowed new appointees unless and until 


the person selected for appointment shall agree in writine to remain - 
J tow] » 


in the Government service for the twelve months following his appoint- 
ment, unless separated for reasons beyond his control.. In case of a 

- violation of such agreement any moneys expended by the United States 
_ on account of such travel and transportation shall be considered as a 
debt due by the individual concerned to the United States. This sec- 


tion shall not apply to appropriations for the Foreign Service, State 


Department. a 

Suc, 8. In purchasing motor-propelled or animal-drawn vehicles 
or tractors, or road, agricultural, manufacturing, or laboratory equip- 
ment, or boats, or parts, accessories, tires, or equipment thereof, or any 
other article or item the exchange of which is authorized by Jaw, the 


head of any department or his duly ‘authorized representative may _ 


exchange. or sell similar items and apply the exchange allowances or 
roceeds of sales in such cases in whole or in part. payment therefor: 
rovided, That any transaction carried out under the authority of this 

~ section shall be evidenced in4vriting. 


Seo. 9. (a) Section 3709 of the Revised Statutes of the United 


States is hereby, amended to read as follows: Ni 
_ “Unless otherwise provided in the appropriation concerned or other 
law, purchases and contracts for supplies or services for the Govern- 
- ment may be made or entered into.only after advertising .a sufficient 


time previously for proposals, except .(1) when the amount involved in . 


‘any one case does net exceed $100, (2) when the public exigencies 


require ‘the immediate delivery of the articles or: performance of'the | 
service, (3) when only one source of supply is‘available and the Gov- » 


ernment purchasing or contracting officer shall so certify, or (4) when 
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the services are required to be performed by the contractor in person 
and are (A) of a technical and professional nature or (B) ‘under 


Government supervision and paid for on a time basis. Except (1) as © 


authorized by section 29 of the Surplus Property Act of 1944 (50 
U. S.C. App. 1638), (2) when otherwise authorized by law, or, 8 
when the reasonable value involved in any one case does not exceed 
$100, sales and contracts of sale by the Government shall be governed 


- by the requirements of this section for advertising.” 


(b) Exemptions from section 3709, Revised Statutes, in other law 
in amounts of $100 or less are hereby repealed. ; : 
~(c) In the case of wholly owned Government corporations, this 
section shall apply to their administrative transactions only. ae: 
Src, 10. Whenever a department is authorized by law to hold hear- 
ings and to subpena witnesses for appearance at said hearings, wit- 
nesses summoned to and attending such hearings shall be entitled to 
the same fees and mileage, or expenses in the case of Government 
officers and employees, as provided by law for witnesses attending 
Sro. 11. The first. sentence of section 3648 of the Revised Statutes — 
(31 U. S.C. 529) is hereby amended to read as follows: 
“éNo advance of public money shall be made in any case unless 


authorized by the appropriation concerned or other law.” 


Src, 12. The head of any department may delegate.to subordinate 
officials (1) the power vested in him by. law to take final action on — 
matters pertaining to the employment, direction, and general admin- 
istration of personnel under his department; (2) the authority vested: 
in him by section 8683 of the. Revised Statutes (31 U. S.C. 675) 
to direct the purchase of articles from contingent funds; and (8) the | 
authority vested in him by section 3828, Revised Statutes (44 U.S.C. - 
sere to authorize the publication of advertisements, notices or pro- 

osals. ta 8 : : 
: Sro. 13. Appropriations available for the procurement of supplies 
and material or equipment shall be available for the purchase and 
maintenance of special clothing and equipment for the protection of » 
personnel in the performance of their assigned tasks. ~ 

Suc. 14. The head of each department is authorized, under such rules 


and regulations as the President may prescribe, to pay cash awards to 


. 


civilian officers and employees (or to their estates) who make meritori- 
ous suggestions which will result, in improvement or. economy In the 
operations of his department and which have been adopted for use 


- and to incur necessary, expenses for the honorary recognition of excep- 
. tional or meritorious service - Provided, That no award shall be paid 


to any officer or employee for any suggestion which represents a. part 
of the normal requirements of the duties of his position. With the 
exception of the War and Navy Departments, the amount of any.one 
award shall not exceed $1,000 and the total of cash awards paid during - 
any fiscal year in any department shall not exceed $25,000. “Payments 
may be made from the ala for the activity primarily bene- 
fiting or may be distributed among appropriations for activities benefit- 
ing as the head of the department determines. A cash.award shall 


be in addition to the regular compensation of the recipient:and the - 


acceptance of such:cash award shall constitute an agreement that the 


use by the United States of the suggestion for which the award is made 
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shall not form the basis of a further claim of any nature upon the 
United States by him, his heirs or assigns, 
_ All other Acts or parts of Acts in conflict with the provisions of this 
section are hereby repealed. . Po S : 
Sec. 15.:The head of any department, when authorized in an 
appropriation or other Act, may procure the temporary (not in excess 
of one year) or intermittent services. of experts. or consultants or 
organizations thereof, including stenographic reporting services, by 
“contract, and in such cases such service shall be without regard to the 
“ an civil-service and classification laws (but as-to agencies subject to the 
. : ~ Classification Act at rates not in excess of the per diem equivalent of 
the highest rate payable under the Classification: Act, unless other 
rates are specifically provided in the appropriation or other law) 
and, except in the case of stenographic reporting services by organi- 
gations, without regard to section 38709, Revised Statutes, as 
amended by this Act. a . 
‘Sec. 16, (a) Section 5 of the Act of July 16, 1914 (5 U. S.C. 78), is 
amended to read as follows: . oo 
' “Bre. 5..(a) Unless specifically authorized by the appropriation 
concerned or other law, no appropriation shall be expended to pur- 
clase or hire passenger motor vehicles for: any branch of the Gov- 
“ernment other than those for the use of the President of the United 
States, the secretaries to the President, or the heads of the executive 
departments enumerated in 5 U.S.C. 1. 
_. “(b) Excepting appropriations for the Military and Naval Estab- 
lishments, no xppropriation shall be availablo for the purchase, main- 
' tenance, or operation of any aircraft unless specific authority for the, 
purchase, maintenance, or operation thereof has been or is provided. 
in such appropriation. i ' 
“(ce Unitess otherwise specifically provided, no appropriation 
available for any department shall be expended— . 
~ »  "(1) to purchase. any passenger motor vehicle (exclusive of . 
busses, ambulances, and station wagons), at a.cost, completely . 
equipped for operation, and including the value of any vehicle 
exchanged, in excess of the maximum price therefor, if any, 
established pursuant to law by a Government agency and in no 
event more than such amount as may be specified in an appro- 
priation or other Act, which shall be in addition to the amount 
required for transportation; oe : . 
—*(2) for the maintenance, operation, and repair of any Gov- 
ernment-owned passenger motor vehicle or aircraft not. used 
exclusively for official purposes; and ‘official purposes’ shall not 
a . include the transportation of officers’ and employees between 
we _ their domiciles and places of employment, except in cases. of 
rs -. . medical officers’on out-patient medical service and except in 
a pe '’ cases of officers and employees engaged.in field work the char- ee 
rr ee acter.of whose duties. makes such transportation necessary and — 
Be _, then only as to such latter. cases when the same is approved by 
ae the head of the department concerned. Any officer or employee 
as - .. of the Government who willfully. uses or authorizes the use of 
a _'.” “any Government-owned “passenger motor vehicle or aircraft, 
. or of any passenger. motor vehicle or aircraft leased by the’ 


a 
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i Government, for other than official purposes or otherwise vio- ° 
" lates the provisions of, this paragraph shall be suspended from 
duty by the head of the department concerned, without’ com- 
a pensation, for not less than one. month, and shall be suspended 
i for a longer period or summarily removed from oflice if cireum- 
e : ‘stances warrant. The limitations of this paragraph shall not - 
apply to any motor vehicles or. aircraft:for official use of the: 
President, the heads of the executive departments enumerated 
in 5 U..S. C. 1, ambassadors, ministers, chargés d’affaires, and 
— other principal diplomatic and consular officials. BS 
“(d) In the budgets for the fiscal year 1948 and. subsequent fiscal 
' years there shall be submitted in detail estimates for such necessary 
"appropriations as are intended to be used for purchase or hire of. 
passenger motor vehicles or for purchase, maintenance, or. operation 
of ‘aircraft, specifying the sums required, the public purposes for 
which said conveyances are intended, the number of currently owned 
conveyances to-be continued in use, and the ollicials or employees by 
whom al] of such conveyances are to be used. 
. “(e) The acquisition of aircraft or passenger motor.vehicles by 
any agency by transfer from another department of the Government 
shill be considered as a purchase within the meaning hereof.” 
(b) The second paragraph of section 3 of the Act of March 18, 
1904 (33 Stat. 142;5 U.S. C. 77), is hereby repealed. . , 
Section 4 of the Act of February 3, 1905 (38 Stat. 687; 5 U.S. C.. 
17 ) is hereby amended to read as follows: 
‘All motor vehicles acquired and used for official purposes of the 
departmental service in the District of Columbia shall have con- 

' ‘spicuously imprinted thereon at all times the full name of the executive 
department or other branch of the public service to which the same 
belong and in the service of which the same are used.” 

Sec. 17. (a) The following statutes or. parts of statutes are hereby 
Po, repealed: . 
i ' Sections 1779 and 192, as amended, of the Revised Statutes: 
(5 U.S. C..102) ; — oS 
The Act of January 21, 1881 (44 U. 8. ©. 328) ; wo 
Section 3 of the Act of March 15, 1898 (81 U.S. C. 678). _ i 
(b) That portion of the Act of July 31, 1876, (44 U. S, C. 321; 19 
Stat. 105), reading as follows: “and in no case of advertisement for 
contracts for the public service shall the same. be published in any 
newspaper published and printed in the District of Columbia unless 
the supplies or labor covered by such advertisement are to be fur- 
nished or performed in said District of Columbia” is hereby amended 
by adding at the end thereof “or in the adjoining counties of 
- Maryland or Virginia”. _ / ee 
|. . _(¢) That portion of the Act of June 23, 1906 (3 U.S. C. 43) read- _ 
~ ... ing as-follows: “not exceeding $25,000 per annum” is hereby amended _ 
“to-read, “not exceeding $40,000 per annum”. : 7 
fo ~ Sec. 18. The word “department” as used in this Act shall be con- 
pe ‘strued to include independent establishments, other agencies, wholly 
i _ owned Government corporations (the transactions of which corpora- 
i .. tions shall be subject to the ‘authorizations and limitations of this 
: . Act, except that section 9 shall apply to their administrative trans- 
: - . aetions only), and the government of the District of Columbia, but 
; 
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shall not’ include the Senate, House of Representatives, or office of 
the Architect of ‘the Capitol, or the officers*or employees thereof. - 
The words “continental United States” as used herein shall be con- 
Strued to mean the forty-eight States and the. District of Columbia. 
“. . The word “Government” shall be construed to include the government | 
of the District of Columbia. The word “appropriation” shall be — - 
construed as including funds made available by legislution under’ ~ 
section 104 of the Government Corporation Control Act, approved 
December.6, 1945. . . . fg 
Sro. 19. Sections 1, 3, 4, 5, 7, 14, and 15 of this Act shall not apply “4 
ok _ ‘to persons whose pay and allowances are estublished by the Pay : : 
7 , Readjustment Act of 1942. eo, 
ee me Sro. 20. Sections 1 and 2 of this Act shall become effective on the 
first day of the third calendar month following the enactment hereof, 
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' CENTRAL INTELLIGENCE AGENCY 
Weshineton 25, D. Cc. 


16 November 19))3 


_ ADHINISTRATIVE IN tke 
_ NUMBER . 


SUBJSCT! GRIEVANCES “AND COMPLAINTS 


parazraph 34(1), Administrative Instruction[ | 


dated 27 October 19:8, is changed to read as follows: 


Deputy Executive fur Inspection 
and Security, is designated as CIA Fair Employrent Officer 
under the provision of Executive Order No. 9980." 


FOR THE DIRECTOR OF CENTRAL INTSLLIGENCE: 


uxecutive for. 
Wcministration and Menagerent 


DISTRIBUTION: ALL CIA BaPLOYSES- 


STATINTL 


STATINTL 


~ STATINTL 


STATINTL - 
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